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A more powerful typewriter 

Your ibm Magnetic Tape “Selectric” 
Typewriter introduces you to the bene¬ 
fits of magnetic-tape typing. You can 
complete your work faster and easier 
with magnetic recording. 

Think of the pressures that confront 
a typist doing her regular job. Typing 
errors near the beginning of a page 
mean starting over. Some errors cannot 
be corrected. More restarts! She slows 
down near the bottom of a page to avoid 
making an error. Even a perfect page 
must be redone occasionally because of 
poor placement. And when the project 
is complete, she finds that the author 
now needs to change a few words. Type 
it again! 

Or, how many times have you said, 

“If only I didn’t have to erase... espe¬ 
cially on six carbons. My rough draft 
typing speed is excellent, but the thought 
of making errors (and corrections) 
slows me down.” 


The ibm Magnetic Tape “Selectric” 
Typewriter provides solutions for the 
situations just mentioned. Recording on 
magnetic tape is just as easy as typing 
at your fastest speed, because typo¬ 
graphical errors are corrected merely by 
backspacing and typing over the in¬ 
correct character! A perfect tape is cre¬ 
ated which gives you perfect copy... 
and no erasing! The bottom of the page 
is no harder than the top. And if the 
author decides to make changes, the un¬ 
changed portion can be played out 
automatically from the tape (at about 
130 words a minute) and you type only 
the changes manually. 

Your MT/ST can also perform other 
applications, such as statistical tables, 
random paragraph selection, forms 
work, and can produce personalized 
letters. 

You will find many other benefits to 
be gained from your MT/ST. It is truly 
A More Powerful Typewriter! 
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Familiar typewriter keyboard 
You will soon feel at home typing on 
your MT/ST, for the typing unit is a 
regular ibm “Selectric” Typewriter. 

You will use your customary typing 
techniques to record magnetically. The 
touch and keyboard arrangement are 
the same as on other “Selectric” Type¬ 
writers with only one exception. The 
Revise Carrier Return Key (to be ex¬ 
plained later) has been substituted for 
the Index Key. 
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Tape console 

Note the simplicity of the console key¬ 
board. The buttons have been arranged 
so you can learn their locations easily. 

Placed in special groupings, you soon 
will be reaching for them without tak¬ 
ing your eyes off the copy—the same 
way you touch type. Playback buttons 
are on the top row; buttons which re¬ 
cord codes, or special signals to the 
machine, are on the bottom. 

A glance at the tape console tells you 
which button to depress to “Start” the 
machine playing back automatically, 
what to depress to “Stop” the playback, 
where to set the dial to play out one 
word at a time, etc. 

The magnetic tape reel is located on 
the side of the console, and lights on the 
front panel indicate readiness to re¬ 
cord or play back the tape. 
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Power Typing —Magnetic Recording 
and Automatic Playback 
We have all typed rough drafts for 
reports or letters our employers have 
written. Rough drafting is “fun” typing, 
for we type at our fastest speed. Errors 
don’t bother us, because we don’t nor¬ 
mally stop to make perfect corrections. 

We strike over, we cross out, we use 
faster correction techniques. 

You might compare recording on the 
MT/ST to rough draft typing. You 


can type at your fastest speed, and any 
errors you make can be corrected by 
striking over. But when the rough draft 
is finished, you can produce a perfect 
copy of the material merely by playing 
back the magnetic tape. This is copy 
you are proud to present. 

On your MT/ST, you can rapidly 
type from any source, including short¬ 
hand notes or a transcribing machine. 
Playback is error-free ... so let’s learn 
how it’s done! 
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Magnetic Tape 
Your MT/ST uses a magnetic tape 
which can be used over and over. The 
tape, sealed in a plastic cartridge, is 
housed in a “station.” A tape station on 
the right side only indicates you are 
working with a Model II. If you have 
two tape stations, your MT/ST is a 
Model IV Refer to pictures on page iii. 

The MT/ST magnetic tape is divided 
into columns. One column is used for 
each character of information to be 
recorded. 
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On-Off Control 

The power for both the typewriter and 
the tape console is turned on or off by 
depressing the On-Off Control on the 
typewriter. 

Operation Selector Dial 
The Operation Selector Dial controls 
the basic functions of the machine: 

RECORD—Set for Record, anything 
typed is recorded on tape. Information 
is recorded at the Right Station when the 
dial is set for Record R, or at the Left 
Station when it is set for Record L. (If 
you want to type and not record, set 
the Operation Selector Dial for Play 
and the tape console will not be 
affected.) 

PLAY—Set for Play R, the machine 



can automatically play out informa¬ 
tion recorded on the right tape; set for 
Play L, it will play back from the left 
tape. Do not turn the dial from one sta¬ 
tion to the other while the tape is 
moving; stop the tape action and then 
change the dial. 

You will notice a difference in the 
sound of regular typing and recording 
on the tape. Recording produces an 
“echo” in the tape console. This “echo” 
provides a good check to be sure you 
have the Operation Selector Dial set 
where you want it. 

Remember that anything you do at 
the typewriter in Play does not affect the 
tape. Therefore, this is the setting you 
should use for setting margins and tab 
stops on the typewriter. 
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On and Ready Lights 
Lights on each side of the console in¬ 
dicate which tape station is active. They 
provide a visual check that you are 
ready to record or play back. 

If the Operation Selector Dial is set 
for the Right Station, the On and Ready 
Lights on the right are lighted. If the 
dial is set for Left Station action, the left 
lights are on. 

The On Light tells you the power is 
on. The Ready Light indicates the tape 
is in position to accept recording. 


Rewind Button 

Depressing the Rewind Button takes 
you back to the beginning of the record¬ 
ing area of the magnetic tape. It stops 
on the first recording column, a point 
which we will call the Rewind Position. 

Rewinding is silent until the machine 
“puts on the brakes” to stop. Then 
you hear a distinctive clicking sound, 
and the Error Light flashes. The Ready 
Light is off during rewind, since the 
machine cannot accept recording, but 
it comes back on when the tape stops. 


Rewind Position 
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Reference Code Button 

When recording material on the mag¬ 
netic tape, you need a way of marking 
its place on the tape so that you can 
find it when you want to play it back. A 
Reference Code is a combination of 
61 codes which allows the machine to 
locate the recording for playback. 

You can hear a Reference Code being 
recorded, and the three inches of tape 
which it requires gives the tape time to 
stop when it finds the code. 

After you have depressed the Rewind 
Button to position the tape at the first 
recording column, you should record a 
Reference Code to enable you to find 
the message you plan to record. This 
code would be referred to as Reference 
01, the first message on the tape. 



Correcting Typographical Errors 

You can correct typographical errors 
on the MT/ST by simply backspacing 
and striking over unwanted characters. 
When you are in Record, the Back¬ 
space Key of the typewriter backs up the 
typewriter carrier and, at the same 
time, backs up the tape. Depressing the 
Backspace Key doe s not erase the tape. 
It merely moves it back one column 
with each backspace. You can then type 
(record) over the old material to 
change it. If you are in Play, the carrier 
backs up but the tape is not affected. 
















Error Light 

The Error Light appears (and typewriter 
keyboard locks) when tape has not re¬ 
ceived a complete signal. This could 
happen if you did not depress a key com¬ 
pletely while recording rapidly. The 
Error Light may appear while you are 
recording or later when you play back 
the material. 

If you are recording, unlock the 
machine by backspacing and retyping 
the last character. 

If you are playing back, turn the 
Operation Selector Dial to Record, 
backspace the tape, and rerecord the 
last letter printed plus the next char¬ 
acter. Return the dial to Play and 
continue playing back. 

The Error Light will appear if you 
attempt to play back an unrecorded por¬ 
tion of the tape. When the MT/ST 
reads the blank tape, it gets no signal 
and locks. You can unlock it by turning 
the Operation Selector Dial to Record 
or by going back to a recorded por¬ 
tion of the tape. 



Stop Transfer Code Button 

Your MT/ST can do many things, but 
it has to be told each step. Once it starts 
playing out automatically, it will not 
stop until you tell it to. 

Therefore, whenever a unit of mate¬ 
rial ends (this could be a page, a para¬ 
graph, or just a line) you should record 
a Stop Transfer Code on the tape. 
When the machine reads this code in 
playback, it will stop. 

Remember always to put a Stop 
Transfer Code at the end of a unit; 
otherwise when you play your record¬ 
ing back, the MT/ST will not stop! 

It will continue playing out whatever 
information was previously recorded 
at that point on the tape. 
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Instructions for Practice 
Exercises in Section A: 

For all practice exercises in this section, 
follow these procedures: 

1. Have a tape loaded on the station 
you wish to use. The On and Ready 
lights should be on. 

2. Insert paper in the typewriter with 
the left edge of the paper lined up with 
the 0 point on the writing scale. 

3. Set margins at 15 and 85 for elite¬ 
spacing machines, 7 and 77 for pica. 

4. Set a tab to indent five spaces for 
paragraphs. Follow the style of the exer¬ 
cise as it is printed to know whether 

to indent or type in block style. 

5. Use single or double spacing accord¬ 
ing to the copy from which you will 

be recording. (This is just a typewriter 
adjustment and does not affect the 
recording. Anything recorded can be 
played back in either single or double 
spacing regardless of how the type¬ 
writer was set at the time the recording 
was made.) 

6. To record beyond the right margin, 
depress the Margin Release Key, just as 
you would do on any other typewriter. 
The machine will automatically play 


through the margin when that line 
is played back. (This automatic action 
takes place even though depressing 
the Margin Release Key did not record 
a code on the tape.) 

7. Type line for line as the exercises are 
printed. 

8. Always begin a recording with 

two c arrier ret urns so you will not have 
to remember to return the carrier to 
the left margin before each playback. 
With the Carrier Return Codes on 
the tape, the carrier is positioned as 
part of the playback. The abbrevia¬ 
tion CR is your reminder to record the 
carrier returns. 

9. Always end a recording with a Stop 
Transfer Code. A reminder is printed at 
the end of each recording to help 
establish this habit. 
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Practice Exercise 1 Practice Recording 


Read Introductory Material 

Be sure you have read the instructions 
for the Practice Exercises in Section A 
on page 9 before you proceed. 


Typewriter Adjustments 

1. Set Operation Selector Dial for Play so no recording will take place. 

2. Set margins. 

3. Set a tab for a five-space paragraph indention. 


To Record 

1. Set Operation Selector Dial for Record R. 

2. Rewind tape. 

3. Record a Reference Code. 

4 . Begin recording with two carrier returns. 

5. Type with ease knowing that, if you make an error, all you have to do is back¬ 
space and strike over-or go back to the beginning and start again. 

6. End paragraph with a Stop Transfer Code. 

-r, ftp-f, record- 

CR 

CR This copy is being recorded on a magnetic tape. To correct an 
error, I backspace and strike over. This means that I can type at 
my fastest speed and still produce perfect copy. Stop Transfer Code 
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Reference Number Window 
Reference Number Dial 

You tell the MT/ST what message to 
select by dialing the number of the 
Reference Code it follows in the Refer¬ 
ence Number Window. The control 
for this is actually two dials. The outer 
knob is for units, the inner knob for 
tens. Turn the dials clockwise to increase 
the number—1, 2, 3, 4, 5, etc.—and 
counterclockwise to lower the setting. 

The Reference Number showing 
in the window has nothing to do with 
recording a Reference Code. It only 
tells the machine which Reference Code 
to find. 


Search Button 

The Search Button tells your MT/ST 
to position the tape at the beginning of 
a particular message. You selected the 
message by dialing its number in the 
Reference Number Window. 

The Ready Light is off while the 
machine searches. As the tape stops 
spinning, you hear the clicking sound 
while it slows down. 

The Search Button does not operate 
in Record. Set the Operation Selector 
Dial for Play R if you want to search on 
the right tape, or Play L if you want 
to search on the left tape. (Use the Indi¬ 
cator Lights as a double check to let 
you know which tape is searching.) 
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Start and Stop Buttons 

When the Operation Selector Dial is set 
for Play, information recorded on tape 
will play out automatically by depress¬ 
ing the Start Button on the tape con¬ 
sole. It can be stopped by depressing 
the Stop Button. 

Any time you want to interrupt 
machine action momentarily—whether 
it is playing out automatically or per¬ 
forming some other function —stop it 
with the Stop Button instead of the 
On-Off Control of the typewriter. Using 
the Stop Button assures proper play¬ 
back later. 

Use your index finger on the Start 
Button and your middle finger on the 
Stop. With practice you can “feel” 
for this group of buttons and locate 
Start and Stop without looking at 
the tape console. 


Playback Mode Dial 

When the Playback Mode Dial is set for 
Auto, the recording will play out until 
the machine reads a Stop Transfer Code. 
But by turning the Playback Mode 
Dial, you can play out one line, one 
word, or even one character. 

This dial can be turned during play¬ 
back, and the new setting is immediately 
in effect. For example, turn the dial 
from Auto to Line, and the machine 
will finish playing that line and stop. 
Turning to Word will cause that word 
to finish and the machine will stop. 
Character is used to print one character 
(one tape column) at a time. 

This dial allows you to completely 
control the amount of material that you 
want to play back from the tape. 


c 

c 

c 

c 

e 

c 

c 

e 

i= 

c 

c 

c 

c 

E 

c 

c 

sc 



c 

e 

C 

c 

c 

c 

c 

c 

£ 


c 

£ 

t 

< 


12 









Practice Exercise 2 Practice Playing Back 


Play Back 

1. Set Operation Selector Dial for Play R. 

2. Dial Reference 01 in the Reference Number Window. 

3. Depress Search Button (there is no need to hold it down) and wait for the 
Ready Light to come back on. 

4 . Set Playback Mode Dial for Auto. 

5. Depress Start Button with index finger. 


This copy is being recorded on a magnetic tape. To correct an 
error, I backspace and strike over. This means that I can type at 
my fastest speed and still produce perfect copy. 


Play Back Using the Stop Button 

1. Depress Search Button to return to the beginning of your recording. 

2. Start and stop playback every few words using the index finger on the Start 
Button and the middle finger on the Stop Button. 


This copy is being recorded on a magnetic tape. To correct an 
error, I backspace and strike over. This means that I can type at 
my fastest speed and still produce perfect copy. 


Play Back Using the Playback Mode Dial 

1. Depress Search Button to return to the beginning of your recording again. 

2. Depress Start Button. 

3. During the first fine of playback, turn the Playback Mode Dial from Auto to 
Line. There is no need to use the Stop Button. 

4 . Depress the Start Button to start playback and turn the Playback Mode Dial 
to Word. 

5. Depress the Start Button to play out several words. 

6. Turn to Character and play out several characters. 

7. Turn back to Auto and finish the paragraph. 


This copy is being recorded on a magnetic tape. To correct an 
error, I backspace and strike over. This means that I can type at 
my fastest speed and still produce perfect copy. 





Recording more than one 
message on a tape 

So far you have recorded only at Refer¬ 
ence 01 on the tape. But what if you 
have three pages of material recorded 
and you want to type out only the 
third? With Reference Codes separating 
the pages, paragraphs, or lines you 
have recorded, you can go directly to 
any selected point on the tape. While 
Reference Codes might be compared to 
page numbers of a book, they differ in 


that they are not actual numbers. All 
Reference Codes are identical. When it 
is searching, your MT/ST merely 
“counts” the Reference Codes on the 
tape to find the one you dialed in the 
Reference Number Window. For exam¬ 
ple, to locate page 3, dial 03 in the 
Reference Number Window, depress 
the Search Button, and the MT/ ST 
counts to the third Reference Code 
and stops. 


lewind Position 

Ref. 

Code 

Page 1 

Ref. 

Code 

Page 2 

Ref. 

Code 

Page 3 


Always begin a tape with a Reference 
Code and end each page or segment of 
recording with a Reference Code. This 
is important for two reasons: 

Ending every recording with a Ref¬ 
erence Code enables you to find the next 
“free” area of tape without playing out 
the last message recorded. Merely 
search to that last Reference Code. 


Beginning a tape with a Reference 
Code simplifies numbering your record¬ 
ings. It lets you search for Reference 
01 to locate the first message, Reference 
02 to locate the second message, etc. 
There is no need to rerecord Reference 
01 when reusing a tape, however. 
Merely search to 01 and begin record¬ 
ing your new message. 


Rewind Position 

Ref. 

Code 

Message 

Ref. 

Code 

Message 

Ref. 

Code 

Old Material 
"Free" Area 


If you should accidentally record 
your message at the Rewind Position, 
your first Reference Code would be 
at the end of the message. Therefore, 
the first Reference Code would locate 
the second message on the tape: 


Rewind Position 

Message 

Ref. 

Code 

Message 

Ref. 

Code 

Old Material 
"Free" Area 
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Tape Logic for Searching 

Always search to get past a Reference 
Code before depressing the Start Button 
to play out a recording. If you are 
playing out successive pages, your first 
impulse on finishing one page may be 
to depress the Start Button to begin the 


next. But when you finish one page, 
the tape is resting at the beginning of the 
next Reference Code, not the begin¬ 
ning of the next message. Think of this 
Reference Code as a wall that sepa¬ 
rates your messages. Searching for the 
next message takes you over the wall: 


Search 


Resting Here 


-Want to be Here 



When playing back the first record¬ 
ing on a tape, search for Reference 01- 
do not rewind the tape. If you depress 
the Rewind Button, your tape will go to 
the first space of a Reference Code 
when you want it to go to the first space 


of your message. In that position, de¬ 
pressing the Start Button would cause 
the tape to be^in searching, because 
the first column of the Reference Code 
is a special code which causes the 
machine to search! 


Position of the tape after depressing the Rewind Button: 


Ref. 

Code 


Message 



Position of the tape after depressing the Search Button: 

Ref. 

Code 

Message 


Logging 

Whenever using one or more tape 
cartridges, some form of identification 
is necessary. Gummed labels may be 
placed on the front of the plastic car¬ 
tridge, and codes typed or written on 
them. Your work flow determines how 
you will code the labels. You might 
use a letter to identify the tape cartridge 
and then indicate reference positions 
used on the tape with numbers. This en¬ 
ables you to quickly find the “free” area 
of the tape for further recording. Tapes 
for one department or type of record¬ 
ing may be coded in color to distinguish 
them from others used for other 
purposes. 


When the material recorded on the 
tape is no longer needed and the tape is 
to be reused, the original label may be 
removed and a new one put on. 

It is important that you keep an 
accurate log for each tape, showing the 
Reference Code numbers where vari¬ 
ous messages are recorded. Do not trust 
your memory to locate items or to re¬ 
member what area of the tape is “free” 
for further recording. 

This log can take various forms dic¬ 
tated by the requirements of the office. 
Following is a sample sheet recording the 
Reference Code Number, a description 
of the material recorded, margins, 
spacing, and tab settings required for 
playback. 
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TAPE LETTER 


Ref. 

No. 

Description 

Margins 

Spacing 

Tabs 

Special 

Instructions 

L 

R 

0/ 

P/ULC. G*.- / 

7 

77 

S 

6 ) 







S 

D 







S 

D 







S 

D 

-1 



Another system commonly used is to Notations showing the tape identifica- 
rubber stamp the carbon copy (or tion and reference number on that 

rough-draft copy) of a recording and tape are sometimes made in the form of 
fill in the required information. a code on the original copy. 
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If a cross-index is needed, a 3 x 5 card 
system which allows reference by item 
recorded and/or by reference number 
is another possibility. 

These are just a few systems that 
have proven helpful in quickly locating 
material recorded on the MT/ST. 
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Practice Exercise 3 Recording Multiple Items on 
a Tape and Searching to Play Them Back 
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To Record 

1. Search to Reference 01 on the Right Station. We no longer need Practice 
Exercise 1, so we are using that portion of tape for Practice Exercise 3. 

(Remember that there is no need to record the Reference Code again. Also 
remember that you must be in Play to search.) 

2. Set Operation Selector Dial for Record R. 

3. End each item with a Stop Transfer Code and a Reference Code. 

4. IMPORTANT: As you complete recording each item, enter it in the log 
sheets provided in the back of the book. This will enable you to locate 

this material when you need it later in the practice exercises. You might also 
want to keep your rough draft and/or playback copy for future reference. 

Remember, if you make a typographical error, just backspace and strike over. 

CR 

CR 

New York, New York 10022 Stop Transfer Code and Reference Code 

CR 

CR 

590 Madison Avenue Stop Transfer Code and Reference Code 

CR 

CR 

International Business Machines Corporation Stop Transfer Code and Reference Code 


Play Back 

1. Set Operation Selector Dial for Play R. 

2. Search to Reference 01. 

3. Depress Start Button. (Remember to use your index finger.) 

4. Dial in Reference 02, search, and play back the street address. 

5. Repeat for Reference 03. 


Play Back in Logical Sequence 

As you can see by looking at the material you have just played back, it is in 
illogical order. The name should come first, followed by the street address and 
city. Play the items back in logical order, referring to your log for their location. 


International Business Machines Corporation 

590 Madison Avenue 

New York, New York 10022 


/TO 
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Practice Exercise 4 Practice Searching to Begin Recording 


To Record 

1. Refer to your log to identify the first “free” area on the tape. Since you 
recorded the city, street, and name at References 01, 02, and 03, Reference 
04 is available for your use. 

2 . Search to Reference 04 on the Right Station. (Were you in Play?) 

3. Set Operation Selector Dial for Record R. 

4 . Record Item One of Exercise 4, ending with a Stop Transfer Code and a 
Reference Code. 

5 . Enter this recording in your log. 


Item One: 

A Reference Code is a way to mark the magnetic tape so that 
you can later find the messages you recorded. 

If you did not use Reference Codes, you would have to play 
out all the messages to locate a particular one. 


Play Back 

1. Move Operation Selector Dial to Play R. 

2 . Search back to the beginning of the item you just recorded. (Steps: Dial 
Reference 04 in the Reference Number Window, depress Search Button, and 
wait for the distinctive clicking sound to end and the Ready Light to come 
back on.) 

3. Change Line Space Indicator to single spacing. 

4 . Depress Start Button. 


A Reference Code is a way to mark the magnetic tape so that 
you can later find the messages you recorded. 

If you did not use Reference Codes, you would have to play 
out all the messages to locate a particular one. 




To Record 

1. Search for Reference 05, which should be available for new recording. (If 
you had started to record without searching, you would have recorded over 
your fifth Reference Code and would have had difficulty finding the material 
you are about to record.) 

2 . Set the Operation Selector Dial for Record R. 

3. Set your Line Space Indicator to double spacing. 

4 . Record Item Two, ending with a Stop Transfer Code and a Reference Code. 

5 . Enter Item Two in your log. 


Item Two: 

CR 

CR 

Searching is the means by which the MT/ST locates Reference 
Codes. It does not know one from another but it can start at the 
beginning and count how many it has found. Stop Transfer Code and Reference Code 


Play Back 

1. Set Operation Selector Dial to Play R. 

2 . Search for Reference 05. 

3. Play back single spaced. 

4 . Depress Start Button. 


Searching is the means by which the MT/ST locates Reference 
Codes. It does not know one from another but it can start at the 
beginning and count how many it has found. 





Backspace Code Button 

The Backspace Code Button records a 
code on the tape which tells the machine 
to back up the typewriter carrier. As it 
records this code, it backs the carrier 
one space each time you depress it. 

The Backspace Code Button is used 
for underscoring or centering. The 
Backspace Key on the typewriter (which 
you’ve been using) backs up the tape 
on the MT/ST. It really means “Error 
Correct”! Therefore, using it to under¬ 
score would change what you had 
just recorded to a line of underscores 
with nothing above it! 

To illustrate: By using Backspace 
Codes to underscore the word “most” in 
the phrase, “but most important,” the 
tape would look as follows: 



When this is played back, the machine 
plays out the word “most,” immedi¬ 
ately reads the Backspace Codes which 
backspace the carrier four times, and 
then reads and plays out the four under¬ 
scores under the word “most.” 

To center, set a tab at the middle of 
your centering area. In Record, tab 
to that point and then depress the Back¬ 
space Code Button once for every 
other character in the line that you wish 
to center. Record the material. 
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Practice Exercise 5 Practice Underscoring 




=* 

=* 

=B 


=8 

3 



9 

3 

3 

3 

3 

d 

i 

i 

* 

5 


I 


To Record 

1. Check your log to find the first available Reference Code. (06?) 

2 . Search to that Reference Code. 

3. Set line spacing to agree with Exercise 5. Remember to type line for line. 

4 . Set Operation Selector Dial for Record R. 

5 . Type the paragraph, ending with a Stop Transfer Code and a Reference Code. 

6. Enter this recording on your log. 


CR 

CR 

You must use a different procedure to underscore and center 
when you are recording on a magnetic tape. 

In the past, the Backspace Key on the typewriter has been 
used. But using this key on the MT/ST will back up the tape, and 
you will c hange the copy you were attempting to underscore. Always 

use the Backspace Code Button located on the tape console. 

Stop Transfer Code and 
Reference Code 


Play Back 

1. Set Operation Selector Dial for Play R. 

2 . Search to the beginning of this recording. 

3. Set Playback Mode Dial for Auto. 

4 . Depress Start Button. Use your index finger—can you find it without looking? 
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Practice Exercise 6 Practice Centering 


Typewriter Adjustments 

1. Set Operation Selector Dial for Play. 

2. Set a tab for the center of your paper: 50 for an elite-spacing machine, 42 for 
pica. If you have other tabs set, be sure to record this information on your log. 


To Record 

1. Search the next available position. 

2. Set Operation Selector Dial for Record R. 

3. Center the four lines. 

a. For each line, tabulate to center of the page. 

b. Depress Backspace Code Button for every other character in the line. 

4 . Enter the exercise in your log. 


CR 

CR 

Magnetic Tape "Selectric" Typewriter Seminar 
INTERNATIONAL BUSINESS MACHINES CORPORATION 
590 Madison Avenue 
New York, New York 10022 

Stop Transfer Code and Reference Code 


Play Back 

1. Set Operation Selector Dial for Play R. 

2. Search back to the beginning of this recording. 

3. Set Playback Mode Dial for Auto. 

4 . Play back the recording. 
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Line Return Button 

The Line Return Button on the tape 
console backs up the tape to the last 
Carrier Return Code recorded. It can 
be used when the Operation Selector 
Dial is set for either Record or Play. 

The Line Return Button does not 
move the typewriter carrier; it backs up 
the magnetic tape only. It moves the 
tape back one column at a time, check¬ 
ing each one to see if it contains a 
Carrier Return Code. If the answer is 
“no,” it goes back one more column. 
When it finds a Carrier Return Code, 
it stops. Thus the Line Return Button 
will always move the tape back to the 
last Carrier Return Code recorded. 



*The Carrier Return Code is always followed by a Feed Code; this Code will be explained later. 


If the Start Button is depressed after line 
returning, that same Carrier Return 
Code will play out, for now the tape is 
being read in a forward direction. 

If you begin to record after line 
returning, the first character will record 
over the Carrier Return Code. So if 
you wanted a carrier return there, you 
must rerecord it. 

It will be easier to keep your place on 


the paper if you click the platen back 
one line of writing each time you line 
return. 

Line returning is invaluable for 
making corrections when recording. 
Suppose you do not realize you have 
omitted a letter in a word until you are 
near the end of the sentence, as in 
the following example: 




Line returning is a very fast way to correct 




errors whle recording, for you can quick 


© 


t 


Carrier Position 
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You could correct this by backspacing; 
but a faster method would be to use 
the Line Return Button in the following 
steps: 

1. Line return (takes you back to point “a” on the tape) 

2. Record a carrier return (takes you to point “b”) 

3. Rerecord the entire line (takes you to point “c”) 


It is important to remember to record 
all of the line. If you space up to and/or 
away from the point of correction (in 
this case the word “while”), you will be 
changing the characters previously 
recorded on the tape to spaces! 

Line 1 If you find when 


The Line Return Button is also used 
if you accidentally return the carrier 
and then want to go back and add 
another letter or character to the previ¬ 
ous line. Example: 

( 

you are typing that you hav 


Line 2 


1 

Position of Carrier 


Steps in correction: 

1. Line return (takes you back to point “a”) 

2. If this copy is going to be used (not rough-draft copy), move your 
Operation Selector Dial to Play and move the carrier into position to 
type the letter “e.” Move the Operation Selector Dial back to Record, 
type the “e,” record a Carrier Return Code, and record the next line. 

3. If this is rough-draft copy, it is not necessary to move the carrier! 

Merely record the letter “e” on Line 2, record a Carrier Return, and 
type the next line. 

Your paper will look like this: 

Linel If you find when you are typing that you hav_ 

Line 2 & 

Line3 left a character off the end of a line, you 


But the tape will be corrected: 


Line Returning 


u 


h 


v 


F* 
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p* 

C 


Error 


-Correction 


Recording 


*The Feed Code will be explained later. 
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Practice Exercise 7 Practice Line Returning 


Typewriter Adjustments 

1. Set Operation Selector Dial for Play. 

2. Set two tab stops: one for a five-space indention, one at center. 


To Record 

1. Search the next available position according to your log. 

2. Set Operation Selector Dial for Record R. Remember: 

a. Center with Backspace Code Button. 

b. Type words over dotted lines just as they are. 

c. This is rough-draft copy, so corrections can be anywhere on the paper. 

d. Record to Point “a.” To make correction: 

1) Line return 

2) Click platen back to previous line of writing 

3) Record a carrier return 

4 ) Make correction and continue recording to Point “ b.” 

e. To make correction at Point “ b” 

1) Line return 

2) Type the letter “y” 

3) Record a carrier return 

4 ) Record the rest of the Exercise, including the word “useful.” 

f. End with a Stop Transfer Code and a Reference Code. 

3. Enter this exercise in your log. 


CR 

CR 


LINE RETURN BUTTON 


You can quickly correct errors while recording by using the 
Line Retrun Button. This is actually a method of backing uprthe 

tape very rapidly to the last Carrier Return Code. It is especiall 

(b) 

useful! in making corrections that you fail to see at once. Stop Transfer Code 

and Reference Code 


Play Back 

1. Set Operation Selector Dial for Play R. 

2. Set Playback Mode Dial for Auto. 

3. Search back to the beginning of this recording. 

4 . Depress Start Button. 

5. When playback is complete, d o not searc h. 

6. Using the Line Return Button, go back to the beginning of the first line of the 
paragraph and play out the paragraph without the title. Remember to 

click the platen back each time you line return. 








Practice Exercise 8 Power Typing a Letter 


Typewriter Adjustments 

1. Set Operation Selector Dial for Play. 

2 . Reset margins to 25 and 75 for elite and 17 and 67 for pica machines. 

3. Set a five-space paragraph indention and a center tab. 

4 . Set Line Space Indicator for single spacing. 


To Record 

1. Search the first available position on your tape, using your log as reference. 

2. Set Operation Selector Dial for Record R. 

3. Either begin recording with your usual two carrier returns, or record the 
proper number of returns to space your paper down to the first line of 
recording. Make a note of this spacing on your log under special instructions. 

4 . Center the date and type the closing lines starting at the center tab. 

5. End with a Stop Transfer Code and a Reference Code. 
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Mr. John L. Marker 
3426 Main Street 
Louiston, Michigan 

Dear Mr. Marker: 

This is my first real work on the IBM Magnetic 
Tape "Selectric" Typewriter that I am using 
this week. And I knew that you would like to 
see how well I'm doing. 

The ability to record on a magnetic tape means 
that I can type as fast as I'd like, without 
worrying about the errors I make. (I do make 
some, you know.) Whenever I make an error, all 
I need do is backspace and strike over. 

There are really too many wonderful things to 
tell you about in a letter. You'll just have 
to come in to the office next week when I return 
and look for yourself! 


Sincerely, 


(Your Name) Stop Transfer Code and 
Reference Code 


Play Back 

1. Set Operation Selector Dial for Play R. 

2. Search to the beginning of the letter. 

3. Set Playback Mode Dial for Auto. 

4 . Depress Start Button. 
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Progress Check Section A 


1. The Search Button operates in 


_ but not in 


2. The MT/ ST Magnetic Tape is divided into _ >—--- — 

3. Tabs and margins should be set while the Operation Selector Dial is set for 

4. The_ 1 - - - 


_backs the tape to the last Carrier Return Code 


on the tape. 
5. The- 


Dial can be changed while the MT/ST is operating. 


6. You should always begin a tape and end each page of recording with a 


'V 






7. When you have recorded a segment of information, you should enter it in your 

The Backspace Code Button on the tape console is used for ^ hud 




8 

9. The 

10. The 


on the typewriter is used for corrections. 

can be used in either Play or Record. 
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Changing Tapes 

Tapes can be changed in a matter of 
seconds. Since the tape is sealed in a 
plastic cartridge, there is never a time 
when you must touch it (nor is there 
danger that it can become unreeled). 
Threading is done by the MT/ST auto¬ 
matically ... in fact, all you need do is 
place the cartridge on the machine and 
instruct it to “Load the Tape!” 

Extra tapes may be filed in your 
MT/ST desk drawer or any other loca¬ 
tion convenient for you to reach them. 
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Tape Cartridge 

The magnetic tape is housed in a 
plastic cartridge. The tape feeds into the 
machine through an opening in the 
lower, rear corner of the cartridge. In 
this corner you can see a plastic eye¬ 
let on the end of the tape. When the 
cartridge is placed on the machine, 
this eyelet fits over the pin of a metal 
leader which pulls the tape into the 
machine. 


Loading a Tape 

Tape Station Hub-To place the tape 
cartridge on the Tape Station, 
position the cartridge so that the 
square hole is in the lower front corner 
and the letters ibm, embossed on 
the cartridge, are in the upper rear 
corner. The eyelet at the end of the 
tape will slide over the pin. 

Push the cartridge straight in. 

Station Cover—After placing a tape 
cartridge on the machine, bring down 
the Station Cover. Bringing it down 
locks the plastic cover into place with a 
tiny pin in the upper, front corner. 

Be sure that it is locked in place when¬ 
ever a tape is on the machine. The 
cover is a safeguard against damaging 
a tape by trying to remove a cartridge 
with the tape still threaded into the 
machine. The Unload Button will un¬ 
lock the cover, but only when all tape is 
safely inside the cartridge. 
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Load Button—The Load Button is used 
to thread the tape into the machine in 
position for recording. This procedure 
is called loading. After a cartridge 
has been placed on the machine, set the 
Operation Selector Dial for Play or 
Adjust on the station you wish to load 
and depress the Load Button once 
(don’t hold it down). As the tape loads, 
the Error Light flashes and the machine 
makes a distinctive clicking sound. 
Loading positions the tape at the first 
recording column (the Rewind Position). 


Unloading a Tape 
Rewind Button—The Rewind Button is 
a fast way of getting most of the tape 
back into the cartridge. Set the Opera¬ 
tion Selector Dial for Play or Adjust 
on the station you wish to unload and 
depress the Rewind Button. Remember, 
the flashing lights and clicking sound 
tell you when this action is complete. 
The Unload Button is then used to pull 
the balance of the tape back into the 
cartridge. 

Unload Button—Depress and hold the 
Unload Button. It positions the tape so 
that the eyelet on the end of the tape 
will slip off the pin of the leader as you 
pull the cartridge off the Station Hub. 
You will hear no sound as the tape 
unloads, but you will hear one dull 
“thud” when it stops. This sound tells 
you to lift the Station Cover (remember 
that the Unload Button unlocks it), 
release the Unload Button, and remove 
the cartridge. Pull the cartridge off 
with a sideways rocking motion. 
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Ready Light 

The Ready Light of the appropriate 
station is on when the tape is properly 
loaded and ready to receive recording. 

End-of-Tape Indication 

When you reach the end of a tape, the 
Error Light will come on and the 
typewriter keyboard will lock. This can 
happen when recording or playing 
back by searching to a Reference Code 
Number higher than the number of 
Reference Codes recorded on the tape, 
or by depressing the Load Button 
when the tape has already been loaded! 

If you record to the end of the tape, 
depress the Line Return Button, record 
a Carrier Return Code and a Stop 
Transfer Code. Use the Rewind and 
Unload Buttons to unload the tape. Start 
your new tape with a Reference Code 
and the line that continues the copy. 

If you play, search, or load the tape 
to its end, the Rewind and Unload 
Buttons will not work. To unload the 
tape, visually check the tape stations 
to see which tape reel is empty. Set the 
Operation Selector Dial for Record 
on that tape station. Depress the Line 
Return Button and let it line return 


for 2-3 seconds; then depress the Stop 
Button. Or, you could backspace from 
the typewriter several times. Then 
follow the usual procedure for unload¬ 
ing a tape. 

To Load a Tape: 

1. Set the Operation Selector Dial for 
Play or Adjust on the station you 
wish to load. 

2. Depress and hold the Unload Button 
and raise the Station Cover. 

3. Place the tape cartridge on the 
Station Hub. 

4. Close the Station Cover. 

5. Depress (but do not hold) the Load 
Button. 

To Unload a Tape: 

1. Set the Operation Selector Dial for 
Play or Adjust on the station you 
wish to unload. 

2. Depress the Rewind Button and 
allow it to finish rewinding. 

3. Depress the Unload Button and 
hold it down until it “thumps.” 

4. Hold the Unload Button down and 
lift the Station Cover. 

5. Remove the tape cartridge with a 
sideways rocking motion. 
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Something Was Changed! 
Revision Typing with One Tape 

You have just learned to record material 
on a magnetic tape and play it back 
automatically. Up to now, you have 
been playing back exactly what you 
recorded, as you recorded it. But your 
MT/ST has even greater potential. 

If the document you have recorded is 
changed by the author or must be 
retyped for some other reason, your 
MT/ST becomes still more valuable. It 
allows you to play out whatever in¬ 
formation is unchanged, skip portions 


of the recording you want to delete, 
add additional information, and it auto¬ 
matically adjusts the right margin to 
produce copy of good appearance. We 
will refer to this process as revision 
typing. 

This does not chan ge your tape . You 
merely take advantage of having re¬ 
corded your message when it was typed 
the first time. Therefore you are able 
to produce corrected copy in a fraction 
of the time it would take if you had to 
retype the entire document for just a few 
changes. 
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Adjust 

In Play, the typewriter carrier has been 
returning at the end of each line of 
typing because you have recorded a 
carrier return signal on the tape. How¬ 
ever, if you want to change the copy as 
it is being played back—that is, add 
or delete words—line lengths will change, 
and you will not want the carrier to 
return where the Carrier Return Codes 
are recorded. 

For example, in the following para¬ 
graph, you can see that the first line 
would end in the middle of the fine if 
Carrier Return Codes on the tape were 
honored, and the second fine would 
run off the right side of the paper: 



Please call at -y our earliest - convenience tomorrow. I am 
eager to hear your views on the proposed announcement. The 
schedule will be a difficult one, but I believe it is 


realistic. 
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Margin Adjust Zone 

When the Operation Selector Dial is set 
for Adjust, your MT/ST has been 
designed to convert Carrier Return 
Codes to spaces. Then the machine itself 
“decides” when to return the carrier to 
adjust the right-hand margin. It returns 
on the first space, hyphen, or Carrier 
Return Code it reads in the last inch of 
the writing line. * This area is called 
the Margin Adjust Zone. If your right 
margin is set for 85 and you are using 
a pica-spacing machine (10 characters 
per inch), the Margin Adj ust Zone is 
the area from 75 to 85. On an elite¬ 
spacing machine (12 characters per 
inch), the area is from 7 3 to 8 5. 

Paragraph Endings in Adjust 

Because paragraphs often end in the 
middle of a line, the Margin Adjust Zone 
cannot govern the carrier return at the 
end of a paragraph. 


So, while the machine converts a 
single Carrier Return Code in Adjust, 
it will honor two return codes side by 
side on the tape. It will also honor a 
single return which is followed by a tab. 
This agrees with the normal typing 
procedure, which is to double space 
between paragraphs, or to return and 
tab for a new paragraph. 

Situations to Remember in Adjust 
Right Margin Setting—Since there are 
many short words used in average 
writing, a space is often read soon after 
the typewriter carrier enters the Margin 
Adjust Zone. Many lines, therefore, 
end several spaces short of the right- 
hand margin stop. 

For more balanced placement of 
material on the page, move the right 
margin about five spaces to the right 
when playing back material in Adjust. 
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^Approximately one inch. There may be a 
variance among machines of a space or two. 
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Instructions for Practice Exercises in Section C: 

For all practice exercises in this section, follow these procedures: 

1. Take the machine out of Record to make typewriter adjustments. Be sure you 
have all tabs set before you begin recording or playback. 

2. Use Adjust instead of straight Play unless instructed otherwise. The work in 
Section C is related to revision typing. 

3. To begin all recording exercises: 

a. Set Operation Selector Dial for Adjust R. (You cannot search in Record.) 

b. Search to a “free” (available) area of tape, using your log as reference. 

c. Set Operation Selector Dial for Record. 

d. Begin recording with two carrier returns. 

4. Type copy line for line as you see it printed in the exercises. This is important to 
illustrate certain new principles about the Margin Adjust Zone, 

hyphens at the ends of lines, etc. 

5. End each recording with a Stop Transfer Code and Reference Code. 

6. Log each exercise you record. 

7. As you continue into this section, you will note that fewer instructions for play¬ 
back and recording will be given. Continue to follow the same basic pattern that 
you have been using for recording and playing back exercises. 

NOTE: As you type, backspace and strike over typographical errors. But if you 
don’t notice them until playback, ignore them! We will discuss corrections 
later in this section; for the time being, concentrate on learning the principle 
being presented. 
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Practice Exercise 9 Adjust Playback 


Read Introductory Material 

Be sure you have read the instructions for the practice exercises in this section on 
page 40 before you proceed. 

Typewriter Adjustments 

1. Set margins at 7 and 77 for pica and 15 and 85 for elite. 

2. Set a five-space paragraph indention. 


Play Back 

1. Refer to your log to find Item One of Exercise 4. 

2. Search to that position and play it back in straight Play. 

3. Search to the beginning of Exercise 4 again. 

4. Move the right margin in 20 spaces. 

5 . Set the Operation Selector Dial for Adjust R. 

6. Play the exercise back in Adjust. Note: 

a. Automatic carrier return action. 

b. How machine honors two carrier returns at the beginning. 

c. How machine honors carrier return/tab combination between 
paragraphs. 

7 . Search to the beginning of Exercise 4 again. 

8 . Move the right margin on your typewriter to 82 if it’s a pica machine, and 90 
for elite. 

9. Play it back in Adjust again, noting that the line lengths are similar to your 
first playback. 
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Words Longer than the Margin Adjust 

Zone—Occasionally, a longer-than- 
average word will begin a space or two 
before the carrier enters the Margin 
Adjust Zone and will not be completed 
by the time the carrier has reached the 
right margin stop. When this happens, 
the MT/ST stops playback at the right 
margin, and you have the following 
choices: 

1. You can finish playing out the 
word by depressing the Start Button. 

It will probably be necessary to press it 
more than once, and the number of 
times will vary from time to time. The 
printing will be a character at a time for 
two or three depressions of the Start 
Button, and then automatic playback 
will resume. 

2. Tf the machine stopped at the end 
of a syllable and you wish to divide the 
word, merely type the hyphen, return 
the carrier manually, then depress the 
Start Button to resume playback. 


3. If, however, you need to finish 
playing out a syllable before you can 
insert the hyphen, turn the Playback 
Mode Dial to Character before using 
the Start Button to play out the desired 
letters. This gives you control to print 
out the number of characters you want, 
type in the hyphen and return the 
carrier manually, and then resume auto¬ 
matic playback. 

On occasion you will be playing back 
automatically, and the carrier will 
return to the left margin and stop. This 
may happen if a word ends exactly 
on the right margin. The machine nor¬ 
mally stops when it comes to the right 
margin and has not read a space in the 
Margin Adjust Zone. But the MT/ST 
operates so fast that sometimes it reads 
the space following the word and re¬ 
turns the carrier before it has time to 
stop. So it stops at the left margin. This 
happens rarely; and when it does, all 
you have to do is depress the Start 
Button to continue. 
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Practice Exercise 10 Words Longer than the 
Margin Adjust Zone 


To Record 

Record this exercise at the next “free” area of the tape. 

There are times when extremely long words, such as 
"multinucleolated," "hydromechanics," "nonprofessional," 
will begin before and not be completed within the Margin 
the MT/ST will stop at the right margin in playback. 


Play Back 

1. Play back with right margin at 85 for elite or 77 for pica. 

2. Observe carrier stop at the right margin before completing inaccessibleness, 
at the end of the first line. 

3. Depress Start Button as many times as needed to play out the rest of 
inaccessibleness. 


Play Back Again 

Experiment with moving right margin to a point where the carrier will stop at a 
letter in inaccessibleness, so you will want to play out another letter or two 
and then hyphenate to finish the word on the next line. For example, if the 
carrier stopped on the letter “b,” you would: 

1. Set Playback Mode Dial for Character. 

2. Depress Start Button twice to play out “le.” 

3. Type a hyphen. 

4 . Return the carrier. 

5. Set Playback Mode Dial for Auto. 

6 . Depress Start Button to complete playback. 


"inaccessibleness, 
"examinatorial," 
Adjust Zone; 
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Spacing Before Carrier Returns—As 

you know, a Carrier Return Code read 
in Adjust converts to a space when the 
carrier is not in the Margin Adjust Zone. 
This space is needed to separate the 
word just typed from the one which fol¬ 
lows the Carrier Return Code. 

If a sentence ends at the right margin, 
space once after the period and then 
return the carrier. With both a space 
and a Carrier Return Code on the tape, 
you will get the two spaces you want 
after the period if the end of that sen¬ 
tence ever falls in the middle of a line in 
adjusted playback. 

You might find it helpful in the next 
few practice exercises to quickly scan 
the right margin to see if any lines end 
with periods. A pencil check mark is 
a good way to remind yourself to space. 
It will soon become a habit to space 
before returning. 

When a line does not end with a 
period, do not space before a carrier 
return. Typists sometimes space before 
returning the carrier. If you’re not 
recording what you type, this doesn’t 
matter; but in magnetic-tape recording, 
the space is recorded and the machine 
will always space when it reads it. There¬ 
fore, when the space and Carrier Return 
Code come in the middle of a line in 
adjusted playback, your copy will have 
two spaces between words—one for the 
space and another for the Carrier 
Return Code. 
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Practice Exercise 11 Spacing Before Carrier Returns 

Typewriter Adjustments 

Reset right margin to 77 for pica, 85 for elite. 


To Record 

1. Do not space at the end of a line before returning the carrier unless that line 
ends with a period ending a sentence. 

2. When it does end with such a period, space once before returning the carrier. 


As typists we are accustomed to thinking in terms of typewritten 
lines. As MT/ST operators we want to forget about typewritten lines. 
We want instead always to think of what is on the tape. The tape is 
one continuous roll, and we want to adjust our thinking to adjacent 
characters. The MT/ST reads and acts on one character after another. 
When we begin seeing in our minds what is on tape, we have a clear 
picture of how our machine is going to perform. 


Play Back in Adjust 

Move right margin in ten spaces and play back in Adjust. Check for proper 
spacing after all periods. 
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Think Tape 

Typists are accustomed to thinking in 
terms of lines of typing. But now, as 
you go into revision typing, stop think¬ 
ing about what you see on the printed 
page. Start thinking about what is 
recorded on the tape. 

As you study the tape logic involved 
in revision typing, it will be easier to 
understand what is happening if you 
learn to visualize the tape. Any time 
you wonder why the machine acted as it 
did, or you wonder what will happen 
when you depress a particular button, 
visualize the characters on the tape! 

At times you should diagram a re¬ 
cording yourself (like the tape illustra¬ 
tions in this manual) to help “picture” 
the tape and answer your own questions. 
Sounds simple, but it works. Do it 
whenever you question why the machine 
responded as it did. 

Think of continuous tape, not 
printed lines. 





Write out what is on the tape. Any time 
you are in doubt about some machine 
action, come to the blank tape diagrams 
on the opposite page and fill in what 
is recorded on the tape. Compare that 
with what should be recorded on the 
tape for proper playback. 
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No Line Return in Adjust—The Line 
Return Button does not work in Adjust 
to avoid confusion. This helps you re¬ 
member to think tape! 

Remember that line returning moves 
the tape back to the last Carrier Return 
Code. But Carrier Return Codes have 
been converted to spaces while playing 
out in Adjust. Therefore the tape moves 
back to a point that was the end of a line 
when recorded, but may no longer be 
the end of a line when playing back in 
Adjust. 

Dropping Hyphens—Hyphens which are 
part of a word (as in mother-in-law) 
are recorded in the usual manner. These 
“permanent” hyphens should print 
regardless of where the word falls on a 
line, so you just type them as you 
see them. 

Dashes (ordinarily formed by two 
hyphens) are also recorded on the 
MT/ST in the usual way.* 


On the other hand, word-division 
hyphens should not print if the word 
they divide appears in the middle of a 
line when playing back in Adjust. They 
are “temporary” hyphens; they are 
not always needed. 

Your Magnetic Tape “Selectric” 
Typewriter has the ability to drop these 
temporary hyphens if you record an 
instruction telling it to do so. This is the 
only way it can distinguish between 
the two types of hyphens. The instruc¬ 
tion says, in effect, “Print the following 
hyphen only if the word should be 
divided at the end of a line; otherwise, 
drop it.” 

This special instruction is a space 
(with the typewriter space bar) and a 
Backspace Code (from the tape console) 
preceding the hyphen. The machine 
understands these codes and drops the 
hyphen when it is not needed. For 
example, if you were near the end of a 
line and wanted to divide the word 
“foreground ” you would record: 



*An engineering change was made on the **The Feed Code will be explained later. 

MT/ST to allow this to happen. Therefore, 
some models may require coding dashes 
in a special way. You can check your machine 
by recording a number of hyphens in a 
row and playing them back in Adjust. If only 
one hyphen prints, you must record dashes 
as a space/hyphen/space combination. Your 
copy would look like this : 

This new feature - the ability to record on tape - increases quality. 

Carrier Returns on Hyphen—You have 
seen the carrier return when the MT/ ST 
reads a space in the Margin Adjust 
Zone. The same happens when it reads 
either a temporary or permanent hyphen 
in this zone. The carrier will always 
return if a hyphen is read in the Margin 
Adjust Zone. 
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Practice Exercise 12 Dropping Hyphens 


Typewriter Adjustments 

Set margins at 7 and 77 for pica machines, 15 and 85 for elite. 


To Record 

1. When dividing a word at the end of a line, use the following special procedure: 

space 

Backspace Code 
hyphen 
carrier return. 

2 . When recording regularly hyphenated words, such as mother-in-law, record 
them just as you see them—no special procedure. 


Word-division hyphens, those "temporary" hyphens that some¬ 
times are not needed, must be recorded in a special way to distin¬ 
guish them from hyphens that are used in hyphenated words. Mother- 
in-law, father-in-law, and all other compound words contain hy¬ 
phens which are permanent. 


Play Back 

1. Change margins to 20 and 80 for elite, or 12 and 72 for pica. 

2 . Set a tab to indent for the paragraph. 

3. Observe playback to see which hyphens print and which do not. 

4 . Observe the carrier return when the machine reads a hyphen in the Margin 
Adjust Zone. 


REMEMBER: Any time you have a question about why the machine did a 
certain thing in playback, draw a diagram of what was recorded on the tape. 





Adding Words 

As mentioned earlier, the primary 
advantage of Adjust is revising copy. 

Add words, and margins are adjusted 
automatically! The procedure is sim¬ 
ple: stop playback, then type in the 
desired word or words, followed by a 
space. 

Use the Playback Mode Dial to stop 
playback near the point of change. 
Remember, you can turn the dial while 
the machine is in action, and the 
typewriter will immediately obey the 
new setting. That is, if you are play¬ 
ing back in Auto and turn to Word, the 
word being played out will finish, 
and the typewriter will stop. Watch the 
copy as it plays out, and turn the Play¬ 
back Mode Dial as you approach the 
change. 

Because your Operation Selector Dial 
is not set for Record, the words you type 
appear only on the paper—no change 
is made on the tape. 
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Practice Exercise 13 Adding Words 


Play Back 

1. Refer to your log to locate Practice Exercise 7. 

2 . Search to the beginning of that exercise. 

3. Set typewriter margins and tabs for Exercise 7. 

4 . Be sure your Operation Selector Dial is set for Adjust. 

5 . With Playback Mode Dial in Auto, depress Start Button. 

6. Turn from Auto to Word Mode as playback approaches the point where a 
word is to be inserted. 

7 . Space after typing in a word. 

8 . Go back to Auto if a number of words are to be played out before the next 
change. 

9 . Repeat this procedure for each insert. 

10 . Remember that you do not turn to Record, so the tape is unaffected. 


LINE RETURN BUTTON 


You can quickly correct errors while recording by using the 

/utfats 7nao>n£t£(L. 

Line Return Button. This is actually a method of backing up the. 


tape very rapidly to the last Carrier Return Code. It is especially 
useful ifPmaking corrections that you fail to see at once. 
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Skip Button 

As the name implies, the Skip Button 
causes the machine to skip material on 
the tape. The tape moves, but the 
typewriter does nothing. (Skipping does 
not change the tape; only rerecording 
changes it. Skipping merely moves the 
tape forward.) 

According to the setting of the Play¬ 
back Mode Dial, the tape will skip a 
character, word, or line at a time, or it 
will skip automatically until it reads 
a Stop Transfer Code. The Stop Button 
can stop skipping action just as it 
stops playback action. 

Use the ring finger of your right hand 
to depress the Skip Button. The index 
finger on Start, the middle finger on 
Stop, and the ring finger on Skip permit 
you to develop a touch system for 
operating these buttons that are used so 
frequently. 

Sound plays an important part in 
skipping. With experience, you can tell 
by listening to the machine about how 
much has been skipped on the tape. 


Auto Mode 

Skipping and playing back in Auto 
Mode means the machine skips or plays 
continuously until the MT/ST reads a 
Stop Transfer Code or is interrupted by 
the Stop Button. (Because there is no 
way to know where the tape stopped, the 
Stop Button is rarely used in skipping.) 

You will determine whether you 
should record Stop Transfer Codes at 
the end of paragraphs or sections of 
material. If many blocks of material will 
be skipped completely, automatic skip¬ 
ping is desirable, and Stop Transfer 
Codes should be recorded. 
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Practice Exercise 14 Automatic Skipping 


To Record 

1. The arrows point to areas where you should think about special techniques to 
use. Can you remember? 

2. Record a Stop Transfer Code after the first paragraph. Stop typing with the 
period—do not return the carrier. Then: 

Depress Stop Transfer Code Button. 

Return carrier, tab, and proceed with next paragraph. 

End second paragraph with Stop Transfer Code and Reference Code. 

3. Enter a notation on your log about the Stop Transfer Code at the end of the 
first paragraph. 


Your control of the MT/ST is centered in the Playback Mode Dial.^— 
It allows you to play back or skip automatically, or by line, word, 

or character. You can easily play out or delete various segments. 

Stop Transfer Code 

The way you use the dial and the Start and Skip Buttons deter¬ 
mines, to a large extent, the amount of proficiency you will attain .- 1 

If you concentrate on using this dial effectively, you will succeed! 

Stop Transfer Code and Reference Code 


Play Back 

Skip the first paragraph; play back the second paragraph. 

1. Depress Skip Button with ring finger. The Playback Mode Dial should be set 
for Auto. 

2. Depress Start Button to play out second paragraph. 



The way you use the dial and the Start and Skip Buttons deter¬ 
mines, to a large extent, the amount of proficiency you will attain. 
If you concentrate on using this dial effectively, you will succeed! 
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Line Mode 

Depressing the Skip or Start Button 
with the Playback Mode Dial in Line 
Mode causes the machine to skip or 
play out one line at a time. 

The MT/ST recognizes a line by 
the Carrier Return Code recorded at 
the end. To the machine, the carrier 
return is part of the line. So if you are 
playing back in Line Mode, the carrier 
will return at the end of the line. Or, 
if you are skipping, the carrier return 
will be skipped. 

Since a line is anything that ends 
with a C arrier Return Code, the MT/ ST 
considers the two Carrier Return Codes 


that you record at the beginning of a page 
to be two lines. Skipping a Carrier Re¬ 
turn Code alone makes a “bloop” sound 
that can be important to you in locating 
your place on the tape. For instance, you 
can identify the end of a paragraph fol¬ 
lowed by a double space when you hear 
the “bloop” sound of skipping the sec¬ 
ond carrier return. 

Remember that playing back in 
Adjust, carrier returns are not always 
recorded on the tape where the carrier 
returns. So playing out in Line Mode 
can be confusing. Use Word and Auto 
Modes for the bulk of your revisions. 
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Practice Exercise 15 Line Skipping 
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Use Exercise 14 again as material for this exercise. 

Use the Line Mode to play or skip lines indicated on the marked copy. 

Remember: A “line” to the machine means all the words on tape leading up to 
and including a Carrier Return Code. These may or may not all print on one line 
of typewritten copy. Learn to stop thinking of typewritten lines and visualize 
continuous recording on the tape. In this exercise, you will depress the Start 
Button to play out the first line. In Adjust, the carrier will probably return 
after the word Mode and finish on the second line of copy. 

In Line playback, you will always play back until the machine reads a 
Carrier Return Code on the tape. 

Your control of the MT/ST is centered in the Playback Mode Dial. 

■ It al - lowo you to play back or ^ kip automaticallyj or by line, wordj — 
■ or character* - You can oapily p la y out or do lota variou s — segmcnto . 

The way you use the dial and the Start and Skip Buttons deter¬ 
mines, to a large extent, the amount of proficiency you will attain. 

jf you oonoontrato on using thi s* dial offactively; you will auc.uJ.uQ t 
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Word Mode 

With the Playback Mode Dial set for 
Word, you play out or skip one word at 
a time. 

To the MT/ST, a word is any group 
of characters followed by a space, tab, 
or carrier return. Because it has to read 
one of these codes to know the word 
has ended, the space, tab, or carrier re¬ 
turn is played or skipped with the word. 
The machine considers them to be part 
of the word. 

To illustrate, the tape diagram below 
shows what is read with each depression 
of the Start Button in Word Mode play¬ 
back: 



Note: Any time a space, tab, or carrier 
return is read alone in Word Mode—that 
is, it does not follow a word—it is con¬ 
sidered to be a complete word by itself. 
The typewriter will space, or tab, or 
the carrier will return, and then the ma¬ 
chine will stop. An example is the tab 
which begins a paragraph. Another is 


the second space at the end of a sen¬ 
tence. When the last word is played out, 
the period and one space are also 
played out. The next code on the tape 
is the second space, and depressing 
the Start Button will cause the MT/ST 
to space once and stop. For example: 
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Practice Exercise 16 Word Skipping 

Record 

Punctuation marks, such as the period, comma, question mark, or 
colon, will play out with the word. Or if skipping, they will skip 
with the word. The MT/ST's definition of a word is any combination of 
letters, characters, or numbers, and the punctuation characters are 
just a part of the word. The MT/ST recognizes 234-789, abcdef, L32, 
55%, #333, (that), or $1,000 as being equal--they are all one word.^- 
The same is true of hyphenated words like first-class and up-to-date. 


Play Back 

1. Play back in Word Mode, skipping the words indicated on the marked copy. 

2 . If you accidentally skip a word which should have been played out, just 
type it in. 

3. Listen to the sound of skipping. 

4 . Remember: 

The tab is considered one word to the machine. 

The second space at the end of a sentence is one word to the machine. 

A space is played out with each word. 

All punctuation is printed with the word. 

Hyphenated (compound) words print as one word. 


Punctuation - marks 1 , such as the period, comma > question mark, or 
colon, will play - ou t 1 with the word. Or -arf — skipping -, they will skip 
with the word. The -MT/ST 1 s definition of a word is any combination of 
letters, characters, or numbers, and punctuation characters are 

just se- part of the word. The MT/ST recognizes 23 -4 — 709 *, abcdef, L32, 
55%, #333 7 (that), or $1,000 as being equal--they are - all - one word. 

The same is true of hyphenated words like -f ii'i t"T_:ldSb and' up-to-date. 
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Substitution Procedure 

When a revision calls for substituting 
one word or phrase for another, 
always skip first, then type in the 
substitution. 

This set procedure avoids any pos¬ 
sible confusion. Unless you establish a 
definite habit pattern, you could forget 
whether or not you have already skipped 
the deleted part of the material! Don’t 
rely on memory. Establish a system. 




Practice Exercise 17 Substituting Words 

Use the material recorded for Exercise 16. 


Revise 

1. Remember to skip first, then type in the substitution. 

2. Use the touch system of locating the Start and Skip Buttons. 


„ ^ MmLcot&n,, 

Punctuation marks, such as the period, rnmrn^ _q uagfr i^n mark , or 

'yyuz^Js^ 

colon, will play -out with the word. Or if skipping, the y wi i 3 skip 

'rn&c/u+iek. 

with the word. The MT/STM s definition of a word is any combination of 
letters, characters, or numbers, and, the punctuation characters are 


just a part of the word. The MT/ST recognizes 234-789, abcdef, L32, 

0?te,4crtmt eac/ts—XJug &aua£. 

55%, 4 333, (that), or $1,000 as being equal— — they are all - one word . 

is true of hyphenated words like fst-clates up-to-date. 


The same 












Skip Entire Word if Part Changes 

If part of a word is to be changed, skip 
the entire word and type it in correctly. 

For example: 

e 

if you -a j e e spacing after words 

Skip spacing and type in space. This 
is faster than using the Character Mode 
to play out the unchanged part of the 
word and then skipping the deleted 
letters. 

Punctuation is part of the word it fol¬ 
lows. So, if you want to delete a comma, 
period, etc., skip the entire word to 
delete the punctuation mark and then 
manually retype the word. 

The second space at the end of a sen¬ 
tence is skipped as a separate word. So, 
if you are combining sentences, be sure 
to skip this second space. Combining sen¬ 
tences requires changing the capital 
letter which began the second sentence 
to lowercase. Skip the first word of the 
second sentence and retype it. Example: 

Listen to the machin K It is an aid to skipping. 

Skip: machine. (To delete the period) 

Skip: the second space. 

Skip: It (To make the capital I lower¬ 
case) 

Type: machine, for it 

A space, tab, or carrier return is read 
as one word if read alone. So, if you are 
combining paragraphs and they are in¬ 
dented, remember to skip once in Word 
Mode for the tab. 


£ 

£ 

•z 

— 

jjjj 


Q 

z 


m 

62 

e 

c 

e 

Q 

Q 

— 

e 


*s 

c 

C2 

C 

(fl 

G 

G 


60 



Practice Exercise 18 Skipping the Entire Word if Part Changes 

Refer to your log to find Exercise 11 and search to the beginning of it. 


Revise 

Skip entire word if part of word changes, and remember: 

1. Skip before typing. 

2. Use Auto Mode as much as possible. 

3. Turn to Word Mode during playback—it is not necessary to depress the Stop 
Button first. 

4. Listen to the sound of skipping. 


As typists we e t re aoouGtomad t -e- thinking- in terms of typewritten 

fat*, 

lines/;/^s MT/ST eporatoro we want to forget about typewritten lines. 
We want instead always to think of what is on the tape. The tape is 

one continuous roll, and we want to adjust our thinking to adjacent 

44 . 4 /n ^' 

characters. The MT/ST/preadg^and action one character after another. 

7?ta$n&tcc- 

When we begin seeing in our minds what is on^'jEape , we have a clear 
picture of how our machine is going to perform. 
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Skipping Divided Words 

In Word Mode, depress the Start Button 
three times to play out a word divided 
at the end of a line. Or depress the Skip 
Button three times to skip it. Remem¬ 
ber, the MT/ST identifies the end of a 
word by a space or carrier return, and 
there are three of these in a divided word: 



*Feed Code will be explained later. 

























Practice Exercise 19 Skipping Hyphenated Words 


Refer to your log to find Exercise 12. 
Search that position on your tape. 


Revise 

Play out in Word Mode. 

Remember: 

Depress Start Button three times to play out sometimes. 
Depress Skip Button three times to skip distinguish. 
Listen to the sound of skipping. 

After the revision, finish playback in Auto Mode. 


Word-division hyphens, those "temporary" hyphens that some¬ 


times are not needed, must be recorded in a special 
them from hyphens that are used in hyphenated 
3 in-law, father-in-law, and all other compound words 


way to - 
words. 
contain 


die tia* 


Mother- 

hy- 


phens which are permanent. 
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Skipping the Last Word 
of a Paragraph 

Whenever you skip material on the tape, 
something causes the skipping action 
to stop. The following chart summarizes 
the codes which end the skipping action 
in each setting of the Playback Mode Dial: 


Auto 

Stop Transfer Code 

Line 

Stop Transfer Code, Carrier Return Code 

Word 

Stop Transfer Code, Carrier Return Code, Space, Tab 

Character 

Stops on each column of the tape 


It is important always to remember 
what code caused the skipping action to 
stop, for that code skips with the ma¬ 
terial preceding it. Example: 


to be typed overr and over • uy a in 


Another advantage to 
letter writing- If there 

When you skip the word again, you 
skip the carrier return that follows it. 
Unless you replace it from the key¬ 
board,* the next code the MT/ST will 
read is a tab. Therefore the MT/ST 
will not return for the new paragraph. 

It merely tabs and continues play¬ 
back. Any time you skip the last word 
of a paragraph, you must replace the 
carrier return that skipped with it. 

Some typists prefer to put a space on 
the tape at the end of a paragraph, just 
as they do when a period ends a line. If 


an MT/ST is automatic 

is data which must be 

this is your preference, you do not have 
to replace the carrier return, for then it is 
the space that skips with the last word 
—not the carrier return. But you must be 
consistent. If you space some of the 
time, you never really know whether 
you have skipped a carrier return or 
a space, and you will have difficulty re¬ 
vising your material. When in doubt, 
you can turn the Playback Mode Dial 
to Character and play out the next 
character to see whether it is a carrier 
return or a tab. 


*Make this manual carrier return before you 
resume playback from the tape. Remember 
that it takes a carrier return/tab combination 
to cause the carrier to return in Adjust. 
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Practice Exercise 20 Skipping the Last Word of a Paragraph 

This material is Exercise 5. 

You must use a different procedure to underscore and center 
when you are recording on a magnetic — taper . 

In the past, the Backspace Key on the ty pewriter has been 
used. -But using this key on the MT/ST will back up the tape, and 
you will change the copy you were attempting to underscore. Always 
use the Backspace Code Button located on the tape console. 
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Underscore One Word at a Time 

Underscore each word separately. 
Spaces between words should not be 
underscored. The MT/ST recog¬ 
nizes words by reading a space. If there 
is a possibility you will skip any one 
of a series of underscored words, the 
underscores must be recorded with 
the word so that they will skip with it. 
Otherwise: 


We 

will 

be 

happy 

to 

send 

you 

The 

Art 

of 

Modern Dictation, 

We 

will 

be 

happy 

to 

send 

you 

The 

Art 

of 

Dictation. 


If you anticipate playing back in 
Adjust, some of the underlined words 
may fall at the end of one line and the 
balance on the next. If the underscores 
all follow the last word, they will all be 
on the second line. Example- 

We will be happy to send you The Art 
of Modern Dictation. _ 
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Practice Exercise 21 Practice Underscoring One Word at a Time 

To Record 

Remember to underscore each word separately. 

When underscoring words, alway s und erscore them one at a 

time . 

You can skip one of a series of underscored words if_ each word 
was u nderscored individual ly. Also, a series of underscored words 
which were on one line when recorded may be divided when playing 
back in Adjust. 


Revise 

When you skip an underscored word, you skip the characters, Backspace Codes, 
and underscores, including the space that follows. 

When underscoring words, always underscore them one at a 


time. 


You can skip one of a series of underscored words if each w e r -d 
Hurt — - - 

was underscored indivi du ally . Also, a series of underscored words 

tfudfc.AjupfttoudL.'fo /te- you. rt/ubm, 

whichy ywere - on one line when^recorded may be d ivided when playing 

back in Adjust. 
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Character Mode 

Depressing the Skip or Start Button 
with the Playback Mode Dial set for 
Character (Char) causes the ma¬ 
chine to skip or play out one character 
at a time. 

As you have seen. Word and Auto 
are the commonly used modes for revi¬ 
sion typing. Even if only one letter 
needs to be changed, it is usually more 
efficient to skip and retype the entire 
word. You should limit the use of Char¬ 
acter Mode to a few specialized needs. 

If you are not sure where you are 
on the tape, turn to Character Mode 
and play out a character at a time. 
Tabulate until the carrier is off the right 
side of the paper. Hold a piece of 
scratch paper behind the card holder 
in position for the element to print 
on that paper. If you find you are doing 
this often in your early practice, insert 
two sheets of paper side by side. Use the 
one to the right for printing out words 
to find out where you are on the tape. 

Another important use of the Char¬ 
acter Mode is to “diagnose” a problem. 
This is difficult to do in rapid play¬ 


back, but in Character you can deter¬ 
mine what is recorded on each col¬ 
umn of the tape. For example, you may 
play out some material and discover 
that you have only one space between 
sentences. By playing in Character, 
you can see that you failed to record 
the space following a period which 
ended a line. 

Write down what is on the tape—and 
below it write out what should be on the 
tape in order for it to play out the way 
you want it to. In the next chapter, you 
will see how these tape changes can be 
made. 

Shall I Revise or Retype? 

The exercises you have been doing con¬ 
tain a high percentage of revisions. This 
is to give you lots of practice with little 
typing. 

Occasionally, however, revisions are 
so numerous or complicated that it is 
faster to skip a whole section and retype 
the material. In using the MT/ ST, use 
playback from the tape when it is to your 
advantage. If it is faster to skip material 
and retype it, do so. 
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Recording Projects of More Than 
One Page 

Because revision typing means adding 
and deleting copy, pages of revised 
copy do not match pages as they were 
originally recorded. What was orig¬ 
inally the first line on page three may 
become the tenth because of addi¬ 
tions to page two. Or page three in the 
original may be page four in the revi¬ 
sion. 

Therefore, the following procedures 
should be used for recording projects of 
more than one page in length: Do not 
record: 

1. Page Headings—Record only the 
heading for page one. If succeeding 
pages have headings, type them in manu¬ 
ally. If they were recorded, most likely 
they would not fall at the same place in 
the revision, and they would have to 

be skipped and retyped. 

2. Page Numbers—The same rule 
applies to page numbers. Do not record 
them. 

3. Footnotes—Since footnotes have 
to appear at the bottom of the page con¬ 
taining the footnote notation, they 
should be typed in manually. 

Establish a procedure for spacing 
down to the title on the first page. You 
may record the carrier returns and 
have the typewriter space down auto¬ 
matically from the top of the paper. 

Or, you may space down manually at 
the time you insert the paper in the 
typewriter and record only one carrier 
return on the tape to return the carrier 
to the left. The decision is a matter of per¬ 
sonal preference—just be consistent. 

For successive pages, record only one 
carrier return at the beginning of the 
page. In Adjust, the typewriter carrier 
often will be in the middle of a line 
when one page of the recording has 
played out. You will want to con¬ 
tinue playback at that mid-point on the 
line—not at the left margin. When the 
MT/ST reads the one Carrier Return 
Code, it converts it into the space 
needed between words. (If your carrier 


is at the left margin and you are start¬ 
ing a new line, you do not want that one 
space. So skip the Carrier Return Code 
before depressing the Start Button.) 

Shortcut: Skip Reference Codes 

It is faster to skip a Reference Code than 
to search for the next page when 
you are playing out consecutive pages. 

When you finish one page, turn the 
Playback Mode Dial to Line or Word 
and depress the Skip Button. Since 
a Reference Code ends with a Carrier 
Return Code, the MT/ST regards it as 
a line or a word. After skipping the 
Reference Code, you are in position to 
depress the Start Button to play back 
the next page. 

Note: Search pages or skip Refer¬ 
ence Codes, but don’t do both. Skip¬ 
ping Reference Codes throws off the 
counting process when you are search¬ 
ing for consecutively higher numbers. 

If you have skipped a Reference Code 
and then find you want to search, 
rewind the tape before searching so 
that the counting can start from the 
beginning again. 

Correcting Errors 

You have learned to substitute one word 
for another, to skip a word completely, 
and to add words to your copy. These 
same techniques are used to correct 
errors that you failed to notice while 
recording. 

Any typographical errors that you 
make can be skipped (you select the 
proper mode) and the correct material 
substituted from the keyboard. So 
again you do not have to worry about 
errors—they’re so easy to remedy! 

A good procedure to follow is to 
proofread the first few lines of your 
copy before you begin playback. Then, 
while the MT/ST is playing back the 
material, continue proofing with your 
hand on the Playback Mode Dial. 

This gives you ample time to stop play¬ 
back, make any corrections, and 
continue on with error-free playback. 









Practice Exercise 22A Recording a Project of More Than One Page in Length 


REPORT OF PROGRESS 
(Your Name) 

this point X have mastered the most important functions 
of my IBM Magnetic Tape "Selectric"* Typewriter: record and play¬ 
back. 

Recording is a matter of typing as I would on any Selectric 
typewriter. But it has benefits that regular typing cannot have! 
For instance, if I make an error, I merely backspace and strike 
over it—and it's corrected. Everything I type is recorded on a 
Magnetic Tape, and so corrections are a process of recording over 
the wrong material. 

This Magnetic Tape can then be "played back" at high speed 
and only error-free copy is produced. Imagine the time I can save 
when I don't have to erase ! 

If my boss decides to change the way he phrased a sentence, or 
if last-minute changes cause corrections to be made in the copy, I 
don't worry. I merely search back to the beginning of the letter 

or report and make the corrections. 

Adjust play is the feature that allows changes to be made. It 
can "listen for the bell" and readjust the line lengths so that 
additions and deletions can be made easily. By using the Playback 
Mode Dial to control the amount of playback (I have a choice of 

*Registered Trademark 
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REPORT OF PROGRESS 


automatic, word, line, or character), I can delete the material that 
has changed, and then I just retype the new material from the key¬ 
board. 

And an amazing feature is the ability to drop hyphens. Hyphens 
fall into two categories: temporary (word-division hyphens) and 
permanent (hyphens used in compound words). The MT/ST can distinguish 
between them if you code the word-division hyphens properly. And 
it will drop these hyphens when they occur in the middle of a line. 

Underscoring, tabulating, centering, and other typewriting 
functions are all easily handled by the MT/ST. But of course, it 
really can't do much without me. Because I'm the one who instructs 
it by what I record on the Magnetic Tape. If I should fail to 
record a special instruction, it might not print out exactly the 
way I had hoped it would. 

I'm now going to begin my study of correcting tapes. So far 
I've learned all about correcting the paper, but I haven't changed 
errors on the tape that I may have missed while recording. 

Then I will have learned most of the techniques and procedures 
that will allow me to use the MT/ST for my own work. 







Practice Exercise 22B Revising a Project of More Than One Page in Length 


REPORT OF PROGRESS 


(Your Name) 


At this point I have mastered the most important functions 

& 

of my IBM Magnetic Tape "Selectric"* Typewriter: 





Recording is a matter of typing as I would on any "Selectric"^ 
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typewriter. But it has benefits that regular typing cannot have! 
For instance, if I make an error, I merely backspace and strike 
over it--and it's corrected. Everything I type is recorded on a 
Magnetic Tape, and so corrections are a process of recording over 
the wrong material. 

This Magnetic Tape can then be "played back" at high speed 
and only error-froo copy is produced. Imagine the time I can save 
when I don't have to erase ! 
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Adjust play is the feature that allows changes to be maaey|lt 
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additions and deletions can be made, e r a ai rl y -. By using the Playback 
Mode Dial to control the amount of playback (I have a choice of 
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line, or character), I can delete the material that 


has changed, and then I just retype the new material from thc ffke y 
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■Aftdr -/n amazing feature is ^fehe- ability to drop hyphens. Hyphens 
fall into two categories: temporary (word - diviaion -- hyphens ^ and 
permanent. (hyphono uoed in -co mpound words) . The MT/ST can distinguish 
between them if you code the -w ord' - diviuio ft hyphens properly. And 
it will drop these hyphens when they occur in the middle of a line. 

Underscoring, tabulating, centering, and other typewriting 
functions are all easily handled by the MT/ST. But of course, it 
really can't do much without me. Because I'm the one who instructs 
it by what I record on the Magnetic Tape. If I should fail to 
record a special instruction, it might not print out exactly the 
way I had hoped it would. 

I'm now going to begin my study of correcting tapes. So far 
I've learned all about correcting the paper, but I haven't changed 
errors on the tape- - that I may have missed while recording. — 

Then I will have learned most of the techniques and procedures 
that will allow me to use the MT/ST for my own work. 
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Progress Check Section C 

X. in Adjust, a single Carrier Return Code read outside the Margin Adjust Zone is converted 


2. In Adjust, a paragraph to the MT/ ST is 


followed by 


3. The length of the Margin Adjust Zone is 


4. When a line ends with a period-before you carrier return. 

g does not work in Adjust. 

6. The carrier will return when it reads a.-> a 

in the Margin Adjust Zone. 

7. Hyphens recorded in the normal way are-hyphens;-hyphens must be pre 

ceded by a special code. 

8. TheMT/ST considers a word to be anything that ends with. 


1 . 

2 . 

3. 

4. 


9. To skip a divided word in Word Mode, depress the Skip Button 


10. To skip an underscored word in Word Mode, depress the Skip Button 

11. Material is skipped on the tape according to the setting of the 

12. You can tell the length of item you have skipped by the-of skipping. 

13. To record word-division hyphens to be played back in Adjust, record a 


time(s). 

_time(s). 


, then the 


14. “Always skip-- * s a 


good rule to remember when substituting one word for another. 


15, 


The settings on the Playback Mode Dial most frequently used for revisions 


are. 


and 
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you merely skip the word containing 
the error and retype the correct form. 

Most typing errors that you make 
you sense immediately; these are easily 
corrected by backspacing and striking 
over. But what about the error you didn’t 
notice until later? And what if it in¬ 
volves a character left out or too many 
characters inserted? This is the type 
of correction that you will learn to make 
in this section. 
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Creating a Perfect Tape 

In Section C you learned how to skip 
material recorded on tape and add ma¬ 
terial from the keyboard to produce 
perfect copy on the paper. 

In Section D you will learn how to 
create a perfect tape. These techniques 
would ordinarily be used only when 
you plan to store a tape for future use, 
as in stored paragraphs, the body of 
a letter you plan to use repeatedly, etc. 
For normal errors in power typing, 
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Tape Corrections 

Tape corrections involve three basic 
situations: 

The wrong letter has been recorded. 

Too many letters have been recorded. 

Too few letters have been recorded. 
When you are working with a con¬ 
tinuous magnetic tape, you must use 
special procedures to handle these 
situations. 

When the wrong letter (or the wrong 
word of the same length) has been re¬ 
corded, the tape should be played out 
to the point of error, the Operation 
Selector Dial should be turned to Re¬ 
cord, and the correct character or 
characters recorded over the incorrect 
ones. 


Blocking out Characters— 
the Feed Code 

A Feed Code is a “no-action” code used 
to block out any unwanted character. 

In playback, the MT/ST seemingly ig¬ 
nores this spot on the tape—acts as 
though it were not there. The typewriter 
just waits for the tape to advance to 
the next character. It prints nothing; 
it does not space. 

Let’s assume you have recorded a 
paragraph to be used as part of a set for 
paragraph selection. You want that 
tape to be perfect. Then you notice that 
you recorded allmost for almost. To 
correct the tape, play out up to the word 
allmost , turn to Character Mode and 
play back al. Turn from Play to Record 
and record a Feed Code to block out 
the second l. Turn back to Play and play 
out the rest of the paragraph. You could 
block out a character, a word, or a num¬ 
ber of words this way. 
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Practice Exercise 23 Blocking Out Characters on the Tape 


Set Operation Selector Dial for Play R. 
Search to Exercise 16. 


Correct 

1. Play back to word “marks” 

2. Turn to Character Mode 

3. Play out “marks” 

4. Turn to Record R 

5. Depress Feed Code Button 

6 . Repeat procedure for all corrections 

7. Play back paragraph for proof of correction 


Punctuation marks, such as the period, comma, question mark, or 
colon, will play out with the word. Or if skipping, they will skip 

a 

with the word. The MT/ST's definition of a word is combination of 

letters, characters, or numbers, and ' tli er punctuation characters are 
just a part of the word. The MT/ST recognizes 234-789, abcdef, L32, 
55%, #333, (thaler, or $1,000 as being equal—they are all one word. 

The same is true of hyphenated words like first-class and up-to-date. 
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Adding a Character in 
the First Half of the Line 

It was mentioned earlier that a Feed 
Code follows each Carrier Return Code. 
Therefore, each time you depress the 
Carrier Return Key, you actually record 
two codes on the tape—a Carrier Re¬ 
turn Code plus a “no-action” code fol¬ 
lowing it. This Feed Code provides 
room for expansion of one character 
per line. 

You will remember that playing 
out in Line Mode means that the 
MT/ST plays out until it has read (and 
acted upon) a Carrier Return Code. 

The next character to be acted upon 
is a Feed Code. So if you must “squeeze 
in” a character in the first half of a line, 

1. Set the Operation Selector Dial 
for straight Play* 

2. Play out the preceding line in 
Line Mode 

3. Turn the Operation Selector Dial 
to Record 

4. Record up to the point of error, 
adding the required character. 

In the following example, one letter “l” 
has been omitted from “illustrate.” 

The preceding line is played out in 
Line Mode, the Operation Selector 
Dial is turned to Record, and the line 
is rerecorded up to the point of error. 


Error 




pjUbyfaucJt. 


Correction 


*It is best to make tape corrections with the 
Operation Selector Dial set for straight Play 
so the carrier will return when the MT/ ST 
reads a Carrier Return Code. 
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Practice Exercise 24 Adding a Character in the 
First Half of the Line 

Set Operation Selector Dial for Play R. 

Search to Exercise 11. 


Correct 

1. Play out the first line of copy in Line Mode. 

2. Turn the Operation Selector Dial from Play to Record. 

3. Rerecord “lines. As MT/ST operators,”. 

4. Search back to the beginning of Exercise 11 and play out for proof of 
correction. 


As typists we are accustomed to thinking in terms of typewritten 
lines. As MT/ST operators, we want to forget about typewritten lines. 
We want instead always to think of what is on the tape. The tape is 
one continuous roll, and we want to adjust our thinking to adjacent 
characters. The MT/ST reads and acts on one character after another. 
When we begin seeing in our minds what is on tape, we have a clear 
picture of how our machine is going to perform. 
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Adding a Character in 

the Last Half of a Line— 

the Revise Carrier Return Key 

If you used the preceding procedure 
for adding a character in the last half 
of a line, it would mean retyping (re¬ 
recording) most of the line. To elimi¬ 
nate this, the MT/ST is provided 
with a Revise Carrier Return Key, 
which records a Carrier Return Code 
without the Feed Code. 

This allows you to play out to the 
point of error, turn to Record, and 
rerecord the rest of the line, adding in 
the extra character. Use the Revise 
Carrier Return Key to return the car¬ 
rier to the left. This records the new 
Carrier Return Code over the previous 
Feed Code and corrects the tape. 

In the following example, the word 
“the” was recorded instead of the word 
“this .”To correct: 

1. Play back to the point of error 

2. Turn the Operation Selector Dial 
to Record 

3. Rerecord “is MT/ST” 

4. Use the Revise Carrier Return Key 
to return the carrier. It also records a 
Carrier Return Code on the tape over 
the previous Feed Code. 



If you had used the regular Carrier 
Return Key at the end of the line, you 
would have recorded over the first 
character of the next line (in the case 
below, the letter “c ”), and you would 
have a new error! 


!,rror 




Correction 
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Practice Exercise 25 Revise Carrier Return Key 

Set Operation Selector Dial for Play R. 

Search to find Item Two of Exercise 4. 


Correct 

1. Turn to Character Mode as you approach the point of correction. 

2. Play through the letter “r” in the word “another.” 

3. Turn from Play to Record. 

4. Record the comma, space, and the rest of the line. 

5. Return the carrier with the Revise Carrier Return Key. 

6. Play back paragraph as proof of correction. 


Searching is the means by which the MT/ST locates Reference 
Codes. It does not know one from another^but it can start at the 
beginning and count how many it has found. 
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Adding More Than One Character 

More than one character may be added 
to a line by using as many Feed Codes as 
you have characters to add. 

To illustrate: Assume you omitted 
the word “to” in the following para¬ 
graph: 

The Revise Carrier Return Key 

lets you add/a recording if 

you discover the omission when 

you are proofreading the copy. 

Do this only when you need to 

You want to insert three characters— 
the word “to" and a space following it. 

This means you need to use the space 
taken by three Feed Codes. Set the 
Playback Mode Dial for Line Mode 
and play out the first line. Your tape 
will be positioned on the Feed Code. 

At this point, turn to Record, and 
record the second line, adding the word 
“to” and the space. At the end of the 
line, return the carrier with the Revise 
Carrier Return Key. Continue to 
record the third line and end with the 
Revise Carrier Return Key. At this 
point you have used three Feed Codes, 
and your correction is complete. 
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Practice Exercise 26 Adding More Than One Character 

Set Operation Selector Dial for Play R. 

Search to Exercise 10. 


Correct 

1. Play back the first line of copy in Line Mode. 

2. Turn Operation Selector Dial from Play to Record. 

3. Rerecord the second line of copy, adding in the word “or.” 

4. Return the carrier with the Revise Carrier Return Key. 

5. Rerecord the third line of copy, ending with the Revise Carrier Return Key. 

6. Search to the beginning and play back as proof of correction. 


There are times when extremely long words, such as 
"multinucleolated," "hydromechanics," "nonprofessional, 
will begin before and not be completed within the Margi 
the MT/ST will stop at the right margin in playback. 


"inaccessibleness, 
trts 

'/^"examinatorial, " 
l Adjust Zone; 
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Correcting Codes on the Tape 

You have learned how to use Feed 
Codes and the Revise Carrier Return 
Key to correct characters on the tape. 
These same methods apply to codes 
which have been recorded. For instance, 
a Stop Transfer Code recorded on 
the tape can be eliminated by recording 
a Feed Code over it. Spaces, tabs, 
Carrier Return Codes, etc., can all be 
eliminated or changed by the use of 
these techniques. 









3 

I 

3 

9 

3 

9 

3 

9 

3 

9 

9 

9 

3 

9 

9 

9 

3 

5 

9 

3 

S 

a 

B 

D 

9 

9 

9 

3 

3 

3 


Practice Exercise 27 Changing Codes on the Tape 

Set Operation Selector Dial for Play R. 

Eliminate the Stop Transfer Code at the end of the first paragraph in Exercise 
14. Refer to your log to determine where it has been recorded. 


Correct 

1. Play back the first paragraph, turning to Character Mode to play out the 
word “segments.” 

2. When you have played out the period following “segments,” turn from Play 
to Record and record a Feed Code over the Stop Transfer Code. 

3. Search back to the beginning of Exercise 14 and play out the paragraphs 
in Auto Mode as proof of correction. 


Your control of the MT/ST is centered in the Playback Mode Dial. 
It allows you to play back or skip automatically, or by line, word, 
or character. You can easily play out or delete various segments. 

The way you use the dial and the Start and Skip Buttons deter¬ 
mines , to a large extent, the amount of proficiency you will attain. 
If you concentrate on using this dial effectively, you will succeed! 
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Line Returning Through 
Reference Codes 

Occasionally the change you will want 
to make on the tape will occur near 
the end of an item. Considerable time is 
lost playing out the correct material 
to get to the point of error. 

In these cases, it is much faster to 
search to the Reference Code following 
the item you want to correct. Then 
you can line return back through the 
Reference Code and proceed back¬ 
wards into the item. 

A Reference Code, as was mentioned 
previously, consists of 61 characters. 

It is unimportant what these characters 
are; the only thing to remember is 
that a Reference Code ends with a 
Carrier Return Code. When the 
MT/ST searches, it stops on the tape 
column immediately following the 
Carrier Return Code. Example: 


Search to Reference 02. The first de¬ 
pression of the Line Return Button, 
then, will take you back one column on 
the tape—just to the Carrier Return 
Code. (Do not click the platen back for 
this line return.) The second depres¬ 
sion will take you backwards through 
the Reference Code and the last line 
of your item. Your MT/ST will be rest¬ 
ing on the Carrier Return Code which 
was recorded when you began recording 
the last line of the page. (Each further 
depression will take you backwards into 
the item, one line at a time.) 

To change the word “and" to “end” 
in the example below, turn the 
Operation Selector Dial from Play to 
Record, and rerecord the carrier 
return, “is the e.” 


Ref. 01 


It is obvious, then, that this 

is the and of this item. (Stop Transfer Code, Ref. Code 02) 


POSITION AFTER SEARCH 

SECOND LINE RETURN FIRST LINE RETURN I 
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^Remember that the last character of a 
Reference Code is a Carrier Return Code. 
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Practice Exercise 28 Line Returning Through 
Reference Codes 

Set Operation Selector Dial for Play R. 

Search to the end of Page 1, Exercise 22. 


Correct 

1. Line return once (this takes you back to the Carrier Return that ends 
the Reference Code). 

2. Line return again and click the platen back once. The MT/ST is now resting 
on the Carrier Return Code that follows “Playback.” 

3. Line return a third time (to the Carrier Return Code following “that”). 

4. Set Playback Mode Dial for Word Mode, and play out the Carrier Return 
Code, Feed Code, and the word “additions.” 

5. Turn Operation Selector Dial to Record. 

6. Record the word “or” and one Feed Code. 

7. Line return again and play back for proof of correction. 


REPORT OF PROGRESS 
(Your Name) 


At this point, I have mastered the most important functions 
of my IBM Magnetic Tape "Selectric"* Typewriter: record and play- 




can "listen for the bell" and readjust the line lengths so that 
(Hr 

additions a^a-d deletions can be made easily. By using the Playback 


Mode Dial to control the amount of playback (I have a choice of 


*Registered Trademark 
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Progress Check Section D 


1. To block out a character, record a- over l * 

2. The Carrier Return records_code(s) on the tape; the Revise Carrier Return records 

_code(s). 


3. You can add 


character(s) per line by using the Feed Code which follows the Carrier Return. 


4 . If you are adding a character in the first half of a line, play out the previous line in-IV 

5. When line returning through a Reference Code, the first depression of the Line Return Button takes 


you back_- column(s) on the tape. 

6. When correcting an error near the end of an item, search to the Reference Code at the 


the item. 

7. When a line has played out in Line Mode, the next column to be read on the tape contains a 


8 . You should make tape corrections with the Operation Selector Dial set for- 

9. To eliminate a tab recorded on the tape, record a _---- 


90 

























































m 


=3 

a 

=3 

=3 

=3 

3 

3 

=3 

3 

=3 

3 

3 

3 

3 

3 

* 

33 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

2 

3 

a 



Special Format Applications 

In this section you will apply what you 
have learned to some typical applica¬ 
tions. Paragraph selection, indented 
material, tabulated reports, and letters 
are all ways to use magnetic-tape 
recording and playback. 

As you complete these exercises, 
think of your work and how the MT/ST 
can be used to complete it. Think of 
similarities between the typing formats 
you are familiar with and what is in¬ 
cluded in the exercises. They will not be 
identical—but many of the same rules 
will apply. 
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Paragraph Selection 

Standard paragraphs which are selected 
and played back to form a complete 
document are a common application for 
the MT/ST. Legal documents, letters, 
itineraries, and reports are frequently 
compiled by this method. 

Consistency in recording is extremely 
important. Carrier returns can be 
recorded either at the beginning of the 
paragraph or the end—but not the 
beginning of some paragraphs and the 
end of others. Keep an accurate log 
of this information to assure proper 
playback. 

Automatic Search Code 

If you record an Automatic Search 
Code instead of the customary Stop 
Transfer Code at the end of each para¬ 
graph, the MT/ST will begin searching 
for the next paragraph immediately 
after it completes playing one back. You 
need not depress the Search Button. 

All you must do is dial in the number of 
the next paragraph in the Reference 



Number Window during playback of 
the preceding paragraph. (Remember 
that searching selects the message 
recorded at the Reference Number 
dialed in the window.) 

Start Mode 

To eliminate the need to depress the 
Start Button at the beginning of each 
new paragraph, turn the Playback 
Mode Dial to “Start.” This means that 
as soon as the MT/ST completes 
searching, it will begin playback. 

Paragraph selection material should 
be recorded with an Automatic Search 
Code and a Reference Code at the 
end of each item. If Start Mode is used 
for playback, all you need do is dial 
in the correct reference numbers and 
the MT/ST will compile the document. 

Be sure to turn the Playback Mode 
Dial back to Auto during playback 
of the last paragraph. Otherwise, the 
MT/ ST will play out the last para¬ 
graph again! 








Practice Exercise 29 Paragraph Selection 


Typewriter Adjustments 

Set margins at 10-80 (Pica), 16-86 (Elite). 

Set tab 13 spaces from the left margin and at the center. 


Record 

Record the heading and first paragraph under one Reference Code. 

Record each Departmental report under a separate Reference Code. 

End each item with an Automatic Search Code and a Reference Code. 
Record the closing paragraph under a separate Reference Code. End the last 
paragraph with a Stop Transfer Code and a Reference Code. 


CORPORATE STATUS REPORT 
MARTIN CORPORATION 
June 30, 196- 


The following report contains the condensed status reports 
ments that concern your area. A total report is available 
President 1 s Office. 


of depart- 
in the 
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BUDGET The Budget Department is at the present time compiling 

figures for the second half of 1970. Projections for 
materials, labor, and overhead are vague at this time; 
complete figures should be available by year's end. 

DIRECT MAIL Activity in the Direct Mail Department has increased 28% 
in the first six months of this year. Great utilization 
by the sales force is given as the reason. More efficient 
equipment to meet the work load is being studied. 

PERSONNEL Increases in staff needs have burdened the Personnel 

Department. They are running behind projections at this 
time. Even with recent college graduates, they will not 
meet their objectives for end-of-year staffing. 

(Practice Exercise continued on page 96) 
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SALES 


Expansion of marketing emphasis in the West has put 
great strains on the Sales Department. New dealer¬ 
ships, new advertising sources, and new distribution 
channels have all challenged the present structure. 

A marketing study is in process to seek more effective 
sales techniques. 


The above information is for your use only and is not to be used 
outside your department. Further details on particular departments 
can be obtained through the Manager of the Department concerned. 


Play Back 

1. With paper in typewriter, set Playback Mode Dial in Start position. 

2. Set Operation Selector Dial for Play. 

3. Search for heading and first paragraph. While this is playi ng out, dial in 
Reference Number for Budget Department. 

4. While Budget Department is playing out, dial in Reference Number for 
Personnel Department. 

5. While Personnel Department is playing out, dial in Reference Number for 
closing paragraph. 


Letter Writing 

Your MT/ST, because of the Adjust 
feature, can be used to write the same 
letter to a number of people and yet 
write individual, personalized messages. 
There is very little new material to 
learn to allow you to do this—but you 
should take another look at some of 
the requirements of Adjust. 


Playing Short Lines In Adjust 

Before you proceed any further, play 
back Practice Exercise 8 in Adjust. 

What happened? The inside address 
played out across the page instead of 
printing in three lines at the left margin. 
This happened because the MT/ST 
does not honor single carrier returns in 
Adjust. It converts them to spaces. 
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When you went from the first line of the 
inside address to the second, you 
merely returned. And when this was 
played in Adjust, the machine con¬ 
verted that return to a space! 

You obviously must have another 
way to record this inside address to have 
it play back properly. If you will re¬ 
member, the MT/ST will honor two 
combinations of codes anywhere on the 
page: 

Two carrier returns recorded 

side by side. 

A carrier return/tab combination. 

Since we do not want the inside address 
double spaced, the first solution would 
not work. But we can make use of the 
second. To record any short lines that 
you want to play back in Adjust, use the 
following procedure: 

1. Set a tab one space from the left 
margin. (If your margin is 20, set 
the tab at 21.) 

2. Type the first line of the inside 
address. 

3. Return the carrier. 

4. Tab. 

5. Depress the Backspace Code But¬ 
ton once to take the carrier back 
to the left margin. (Remember to 
use the Backspace Code Button 
and not the Backspace Key on the 
typewriter. The latter is used 

for corrections, and it would cause 
you to record over the tab.) 

You need not use this procedure for the 
first line of the inside address when 
it is preceded by at least two carrier re¬ 
turns. The same thing holds true for 
the salutation. 

The return/tab procedure must 
be used, however, for any single-spaced 
short lines that are to be played in Adjust. 
This includes not only the inside address, 
but the title line that follows the sender’s 
name in the full-blocked letter style. 

Using Feed Codes to Save Space on 
the Tape 

If a letter will be used over a period of 


time, the date on the letter must be 
changed. If you record today’s date, you 
may not have enough space on the 
tape to record September 30, 1975, if 
the letter must be sent on that day. 

Since the longest date requires 18 col¬ 
umns on the tape, always record 
enough Feed Codes in addition to the 
columns required for today’s date to 
total 18 columns on the tape. When the 
date is to be changed, play out to the 
date line, set the Operation Selector Dial 
for Record, and change the tape to 
the new date. 

Using Stop Transfer Codes for Fill-in 
Information 

Some information in the letter changes 
as you write the same letter to a 
number of people. The inside address, 
the salutation, and perhaps variable 
information within the body must differ 
for each person receiving the letter. 

Recording Stop Transfer Codes 
where you need to fill in information 
gives you the opportunity to enter 
this information from the keyboard. A 
good rule to follow is: Put as much 
on the tape as you can—enter as little 
from the keyboard as possible. 

Using the Automatic Search Code for 
Letter Writing 

If the same letter is being sent to a num¬ 
ber of people, an Automatic Search 
Code recorded at the end of the letter 
causes the MT/ST to automatically 
go back to the beginning rather than 
just stop at the end. Leave the Ref¬ 
erence Number of the letter in the Ref¬ 
erence Number Window. 

Start Position on the Playback Mode 
Dial for Continuous Letter Writing 

You can carry the automatic letter writ¬ 
ing function one step further by 
setting the Playback Mode Dial in the 
Start position. If you are using con¬ 
tinuous-form stationery, the MT/ST 
will automatically begin a new letter 
after it completes one. 
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Practice Exercise 30 Letters with Stop Transfer Codes 


Variables are indicated by underscores. 


To Record 

1. Set margins for 20 and 70 on a pica-spacing machine, 28 and 78 on an elite. 
Set a one-space tab. 

2 . Determine whether you will space down on tape from the top of the paper 
(for continuous-form paper) or whether you will put two carrier returns 
before the date. 

3. Record today’s date with enough Feed Codes to total 18 columns on the 
tape. 

4 . Return down to the point where you want to begin the inside address. Record 
a Stop Transfer Code. 

5. Roll the platen down the number of lines that the inside address will occupy. 

6. Record two Carrier Returns and “Dear Mr Record a space and a Stop 
Transfer Code. 

7. Record the colon and two carrier returns. 

8. Record the body of the letter (check for lines that end at the right margin 
and divided words). Record a Stop Transfer Code to allow time to enter the 
company name. 

9. Record the period following the company name and the two spaces on the 

tape . . 

10. Complete recording the letter. Remember that you have a single-spaced 
short line at the left margin following “John A . A nderson. Record that with 
the tab/Backspace Code combination. 

11. Record an Automatic Search Code and a Reference Code at the end. 

12. Be sure to log this letter and note where Stop Transfer Codes are recorded- 


Play Back 

1. Insert the paper to the proper level. 

2. Set the Operation Selector Dial for Adjust and the Playback Mode Dial for 
Auto. 

3. When the MT/ST stops, fill in the information and then depress the Start 
Button on the console. 









Today's Date (+ Feed Code) 
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Dear Mr. _: 

The IBM Magnetic Tape "Selectric" Typewriter 
which you ordered will be shipped in a few 
weeks. You will then be fully able to share 
in the benefits of Power Typing . 

A training class for MT/ST typists will be 
held at the IBM office the week of July 25-29. 
There is a vacancy in this class, and we would 
like }^>ur permission to enroll the trainees 

f rom _£ _ _. You should plan 

to send two typists to the class. 

If this schedule would be difficult for you, 
please contact us and we will try to make 
other arrangements. 

Sincerely, 


John A. Anderson 
Sales Representative 

(Your Initials) 

Mr. Marvin L. Goodner 
Webb Bolt Company 
789 Webb Avenue 
Merton, Missouri 63941 

Mr. John R. Lewis 
Robertson, Melvin, and Lewis 
345 Book Building 
Detroit, Michigan 48202 

Mr. James Jervis 
Patterson Peanut Products 
333 Third Street 
Flint, Michigan 48236 
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indented Material 

Before you proceed, play back the 
Budget Department Report of Exercise 
29 in Adjust. 

What happened? Again we have de¬ 
liberately tried to show what happens 
when certain formats are played in Ad¬ 
just. Each line was followed by a re¬ 
turn/tab combination. And this combi¬ 
nation always causes the carrier to 
return in Adjust. 

To record this type of format, instead 
of tabulating for each line to be in¬ 


dented, tab only the first time and move 
the margin in. When you need to type 
information to the left of this margin, 
depress and hold down the Margin 
Release Key, return the carrier (it will 
go back to the 0 point on the writing 
scale) and tab. Record Stop Transfer 
Codes to stop playback so you can move 
the margin or depress and hold down the 
Margin Release Key. This same basic 
procedure is used to record outline 
material. 



e 


B 

B 

B 


C 

Practice Exercise 31 Recording Material to be ^ 

Played Back in Adjust 

e 
e 
c 
c 
c 

r 
a 
s 
i 

The Budget Department is at the present time compiling 
figures for the second half of 1970. Projections for 2 

materials, labor, and overhead are vague at this time; 
complete figures should be available by year's end. 

MAIL Activity in the Direct Mail Department has increased 28% 3 

in the first six months of this year. Great utilization 
by the sales force is given as the reason. More efficient ^ 
equipment to meet the work load is being studied. 


To Record 

1. Set margins at 10 and 83 and tabs at 10 and 23. 

2. Record the paragraphs pertaining to the Budget and Direct Mail Depart¬ 
ments in Exercise 29. 

a. Record two carrier returns and the word “BUDGET.” 

b. Tab once and record a Stop Transfer Code. Move the left margin stop 

up to 23. 

c. Record the complete paragraph. Do not carrier return. 

d. Record a Stop Transfer Code. 

e. Depress the Margin Release Key (hold it down) and record a Carrier 
Return Code. 

f. Tab once and record “DIRECT MAIL.’ 

g. Tab and record the complete paragraph. 

h. End with a Stop Transfer Code and a Reference Code. 
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Revise 

1. Set Operation Selector Dial for Adjust. 

2. Search to the beginning of the paragraph. 

3. Set Playback Mode Dial for Auto. 

4 . When MT/ST stops after the word “BUDGET,” move the left margin stop 
up to 23. 

5 . Control playback through the Playback Mode Dial to make revisions. 

6. When MT/ST stops at the end of the first paragraph, depress Margin Release 
Key and, while holding it, depress the Start Button. 

7 . Revise the second paragraph. 


BUDGET The Budget Department is at the present time compiling 


figures for Lhu ' tutuiiJ half of 1970. Projections for 
materials., / labor ? and overhead are vague at this time; 
complete figures should be available by year's end. 


DIRECT MAIL aartment ha g- increased 28% 



f thio yoa »r- . -€ reat utilization 



by the sales force is given as the reason. More efficient 


equipment to meet the work load is being studied. 
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Practice Exercise 32 Outlines 


To Record 

1. Set the left margin at 10. 

2. Set tabs for 10,14, 18, and 22. 

-x Record two carrier returns, and tab to 1 . . • 

4.' Record a Stop Transfer-Code (so you will have time to move the margin 
playback). 

6^ Recordtitefinrtline and return tile carrier. It will stop at 14 in position to 
begin typing the next line without tabbing. 

7. Finish recording Section I. 

8. Record “A .” and tab to 18. 

9. Record a Stop Transfer Code. 

11’. Re^rddiitr™ line and return the carrier; again, no need to tab. 

12. Finish recording Section A. 

13. Record “1 and tab to 22. 

14. Record a Stop Transfer Code. 

W. SSI 0 ! section. Do no, return tire carrier after recording 

17. Record a^Stop Transfer Code (to give you time to depress the Margin 

18. Depress mid hoidfe Margin Release Key until you have completed Step 19 
I,! Return the carrier twice. (It will go to the “0” point on the scale.) 

21 . Record'2 ."and all lines of that section. Do not return the carrier after 

recording the period. 

22. Record a Stop Transfer Code. 

23. Depress and hold the Margin Release Key. 

24. Return the carrier twice. 

25. Tab to 14. 

26. Record “B.” and tab to 18. 

27. Record a Stop Transfer Code. 

29. Oamplete'the “teefton and the rest of the outline, following the above 
- P rocedu . res _ ^ T „ ncf „ Pride and a Reference Code. 
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I. The new product will record material as it is typed and 
play it back at high speed, automatically. 

A. A typewriter is the vehicle for typing the material 
which is recorded and for playing it out automatically 
from the tape. 

1. The typewriter keyboard is identical to that of 
any other typewriter except for one minor key 
change. 

2. The On-Off Control on the typewriter keyboard 
turns on the power for both units. 

B. A tape console is the second component of this typ¬ 
ing station, and it houses the magnetic tape plus 
special code and operational buttons. 


Play Back 

1. Begin playback with left margin at 10. 

2. When playback stops after /., move left margin to 14. 

3. Depress Start Button to play out the rest of Section I. 

4. Follow this same procedure for Sections A. and 1. 

5. When playback stops at the end of Section 1., hold down on the Margin 
Release Key to let the carrier return to the left of your margin. 

6. Depress Start Button to return the carrier, tab, and play out Section 2. 

7. When playback stops, hold down on the Margin Release Key and depress the 
Start Button to position the carrier and type B. 

8. When carrier stops after B., move the margin to 18. 

9. Depress Start Button and complete playback. 
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Shortcut for Outlines 

Revising outlines changes reference 
numbers and letters. If this hap¬ 
pens often, have Stop Transfer Codes on 
the tape just before the reference 
number or letter so playback will stop 
automatically for you to skip the 
unwanted character and type in the new 
one. 

Tabulated Material 

Recording Tabulated Material 

Set all margins and tabs in Play before 
you begin to record tabulated mate¬ 
rial. Check the copy carefully to insure 
that all needed tab stops have been 
set before you begin to record. You can 
change the location of these tab stops 
when playing back the material—but you 
cannot change the number of tab stops. 

While recording, if you should de¬ 
press the Tab Key by accident and you 
want to go back to the preceding col¬ 
umn, do not use the Backspace Key 
on the typewriter to move back to 
the previous column. Remember that 
the Tab Code on the MT/ST occu¬ 
pies only one column, although there 
may be a number of spaces separat¬ 
ing columns on the paper— think ta pe. 

To remove that Tab Code, back¬ 
space once (in Record) with the 
Backspace Key on the typewriter. 

Then turn the Operation Selector Dial 
to Play and backspace the rest of 
the way so as not to move the tape back. 
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Practice Exercise 33 Playing Tabulations Back in Adjust 


Record 

Set the left margin at 10, and tabs at 30, 45, and 60. 


Product 

A 

40,000 

35,000 

May 1, 1970 


Product 

B 

50,000 

28,000 

January 1, 

1971 

Product 

C 

60,000 

30,000 

February 3, 

1971 

Product 

D 

20,000 

400 

February 3, 

1971 


Play Back 

Set Operation Selector Dial for Adjust. Depress Start Button. 


What happened? 

The space (which was part of the date) was read in the Margin Adjust Zone. 
Do not play tabulations back in Adjust. If they are a part of material that must 
be played back in Adjust, record Stop Transfer Codes before and after so that 
you can change the Operation Selector Dial from Adjust to straight Play. 
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Product X 


i 


Revisions to Tabulated Material 

Remember that whenever you skip, 
something causes the skipping action to 
stop. That could be a space, a tab, a 
carrier return, or a Stop Transfer Code. 


No matter what it is, it always skips 
with the word! 

If you skip an item from a column, 
you skip the tab following it: 


T 
A ■ 

A 


$40,000- 


I 

A 


$ 40,000 

•^STOTTO 


' May 1, 


c F 
1970 R c 


When you type the new number in that 
column, it must be followed by a tab 
from the keyboard. If you skip the last 
item in a line (May 1, 1970), you 
skip the Carrier Return Code. Again, 
you must replace it from the keyboard. 

Line skipping is very useful in 


tabulated material. If an entire line 
must be deleted, set the Playback 
Mode Dial for Line Mode and depress 
the Skip Button. 

When skipping numbers typed in col¬ 
umns, remember how you had re¬ 
corded them: 


Item 1 
Item 2 
Item 3 


35,000 

5,000 

400 


3 

5 

r 

0 

0 

0 

T 

A 

B 

S 

P 

5 

r 

0 

0 

0 

T 

A 

B 

S 

P 

S 

P 

s 

p 

4 

0 

0 

T 

A 

B 


= lurcrui. 


— 2 wtrulA- 


z= 4-(jjtruL*- 


If you are skipping the numbers in 
Item 3 in Word Mode, it would require 
4 skips—one for each space and one 
for the number/tab combination. 
Sound is extremely important when 


skipping tabulated material. A short 
sound indicates you have skipped a Car¬ 
rier Return Code, tab, or space. The 
length of skipping indicates the length 
of item you have deleted. 
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Practice Exercise 34 

Revise 


Revising Tabulated Material 


Product A 

Pa^vUcgC, 3 

Product 


40,000 
2,am 
50,000 


35,000 

SOD 

28,000 


May 1, 1970 
'May. 30,1970 /<?7z 
January 1, -1971" 


•P roduct C - 

Product D 


60,0 03- 

2.G,(nro 

20,0 6-0 


50,006 - 

1,000 

-40-© - 


February 3 - , — 1971 

February 3, 1971 
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APPENDIX 


Hints and Shortcuts 

As you become more familiar with your 
MT/ST, you will find easier and more 
efficient ways of doing things. The fol¬ 
lowing are suggestions for procedures 
and shortcuts you may find helpful and 
which may help you think of other 
shortcuts which apply to your particular 
work. 

Record Stop Transfer Codes for 
Convenience 

It is often a convenience to have the 
machine stop automatically. It will re¬ 
lieve you from watching the copy 
closely if you record Stop Transfer 
Codes: 

to change from double to single spacing 
or vice versa; 

to change typing elements or adjust to 
half-spacing; 

to change the Operation Selector Dial 
from Adjust to Play and back again 
when you need to play out tabulations 
or any other material which needs to 
be typed out in straight Play; 

to permit automatic skipping when para¬ 
graphs or blocks of material are fre¬ 
quently skipped completely; 

to stop playback for manually 
underscoring several words or a 
whole line during playback. 

Recording Technical Data 

In recording technical data where you 
are typing with both a conventional 
typing element and a symbols element, 
you may want to work out a system 
to avoid changing between the two any 
more than is necessary. 

One procedure is to first record every¬ 
thing on the page which is typed with 
the regular element. When symbols are 
to be typed, record spaces to leave 
room to come back and insert them 
later. 

When the page is finished, roll the 
paper back, put on the symbols ele¬ 


ment, and record the technical portions 
of the page. * If the symbols are to 
be a part of a technical paragraph 
where no revisions will be made, 
you can record the carrier returns, 
spaces, and/or tabs to position the 
element. Otherwise, use Stop Transfer 
Codes before and after individual 
insertions to give yourself time to man¬ 
ually position the carrier. 

Use Stop Transfer Codes also if half 
spacing is involved to give yourself 
time to move the platen up or down. 

If five or fewer special symbols 
are required per page, it may be faster 
to change typing elements as you go 
along. Record Stop Transfer Codes ev¬ 
ery place you need to change elements. 

Hyphenating Long Words for 
Adjust Playback 

Hyphenating words “in anticipation” 
can be a convenience—particularly 
in letter writing and paragraph selec¬ 
tion. Dividing these long words, 
even though they are not at the end 
of a line, means that the carrier 
will not stop at the right margin be¬ 
cause of words longer than the 
Margin Adjust Zone, and the right 
margin will be more even. 

Decide on the length of word you 
will hyphenate—perhaps seven or 
more characters. To divide it, record 
only space, Backspace Code, hy¬ 
phen, and finish the word. Do not 
return the carrier within the word; 
the carrier will return on the hyphen in 
playback if it is read in the Margin 
Adjust Zone. 

Since you did not return the carrier 

*End your regular-element recording with a 
Stop Transfer Code to stop playback and give 
yourself time to roll the platen back before 
playing out the symbols. Wait to record the 
Reference Code until you have recorded 
the symbols since both the regular-element 
and symbols-element recordings are 
of the one total page of copy. 
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within the word, playing out a word 
divided in this manner requires two de¬ 
pressions of the Start Button in 
Word Mode; skipping requires two de¬ 
pressions of the Skip Button. 

Using Feed Codes to Save Space on 
the Tape 

Whenever it may be necessary to change 
information on a tape (for instance, 
the date or a name in a letter) recording 
Feed Codes to “save” space for the 
largest possible change is a convenience. 
This also can be used to save tape 
space to later record something that was 
unintelligible at the time of recording. 

Recording Tab Set Locations on Tape 

If you are recording a table or re¬ 
port which involves many tab stops 
(and you plan to use this recording 
repeatedly over a period of time), re¬ 
cord spaces and Stop Transfer 
Codes on the tape preceding the data 
to help in tab setting. Start with no 
tab stops set; record a carrier return and 
enough spaces to get to the first tab 
stop. Record a Stop Transfer Code and 
depress the Tab Set. Continue doing 
this for the entire table. When you play 
the table back at a later time, set the 
left margin and start playback. When 
the spacing stops, merely depress 
the Tab Set Key. 

Fast Paper Feeding 

Since the Revise Carrier Return Key 
records only one code on the tape 
instead of two, it is read faster by the 
MT/ST. Use it to record carrier re¬ 
turns down from the top of the page 
when using continuous-form paper. 

Forcing Playback in the Margin 
Adjust Zone 

If you have recorded dates, closing 
lines, or other material to end near 
the right margin, playing back in Ad¬ 
just will cause the carrier to return 
as soon as a space, carrier return, or 


hyphen is read within the Margin 
Adjust Zone. But it will not return 
when it reads a tab . 

Set tabs on the typewriter for each 
space in the Margin Adjust Zone. 

When you record the date on a letter, 
for instance, record a tab between 
the month and day rather than a space. 
This will force the MT/ ST to play 
the entire date out on the same line. 

Basic Machine Facts 

Tape Code 

The ibm Magnetic Tape “Selectric” 
Typewriter uses a 9-channel magnetic 
tape. This tape code is unique to the 
“Selectric” Typewriter. 

Tape Capacity 

A tape cartridge contains 100 feet of 
16 mm. magnetic tape. Recording 
density is 20 characters per inch, or 
approximately 24,000 characters 
per reel of tape. To determine how 
many pages you can get on one 
tape: 

30 elite-spacing, 

six-inch lines 2,160 characters 

1 Reference Code 61 characters 

Miscellaneous codes 
(Stop Transfer Codes, 

Backspace Codes, 

underscores) 100 characters 

2,321 total 

24,000 characters per tape 4- 2,321 characters 
per average page = approximately 10 
pages per tape. 

As many as 79 Reference Codes 
may be searched on one tape. 

Machine Speeds 

MT/ST print-out speed is 15.5 char¬ 
acters per second. The net typing 
speed will range from 130 to 150 words 
per minute or less because of the 
time taken for such actions as carrier re¬ 
turns, tabs, and shifting for capitals. 

Skipping speed is 20 characters (one 
inch of tape) per second. 
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Searching speed is 900 characters 
(45 inches of tape) per second. 

Rewind speed will vary from 32.5 to 
52 inches of tape per second, aver¬ 
aging out at about the same speed as 
searching. 

Reference Codes 

Reference Codes consist of 61 charac¬ 
ters: 15 Automatic Search Codes, 15 
Search Bits, 30 Parity Check Bits, and 
one Carrier Return Code. The first 15 
are on the tape to let it build up proper 
speed for searching. The next 15 are 
there to allow the machine, at high 
speed, to read at least one of those 
Search Bits as a valid Reference Code 
signal. The last 31 codes are on the tape 
to give it time to stop, since it moves 
at such high speed. 

Spaces Going Into the Margin 
Adjust Zone 

If for some reason you record a series of 
spaces, the carrier will not return on 
these spaces as it enters the Margin Ad¬ 
just Zone unless the spaces are fol¬ 
lowed by a character. Then it will return 
on the last space in the series, the one 
directly preceding the character. 

Backspacing Against the Left Margin 

If you backspace against the left mar¬ 
gin in Record, the carrier cannot go out¬ 
side the margin; but the tape will move 
back one column with each backspace. 

Carrier Returns and Adjusted Playback 

When playing in Adjust, the machine is 
constantly looking for an end-of-para- 
graph signal. When a Carrier Return 
Code is read, this signal is “stored” until 
the machine reads the next column 
on the tape to know whether it is an¬ 
other Carrier Return Code or a tab. 


(Remember that two Carrier Return 
Codes side by side or a carrier return/ 
tab combination indicate the end of 
a paragraph.) If it is not, the “memory” 
is cleared. 

Returning the carrier with the Re¬ 
turn Key on the typewriter also sets up a 
signal in the memory of the machine. 

So, any time you return the carrier with 
the Carrier Return Key at the type¬ 
writer and then the machine reads a 
Carrier Return Code on the tape, it 
says “one carrier return plus one carrier 
return equals the end of a paragraph” 
and the carrier returns. (Had you not 
returned the carrier from the typewriter, 
that return read from the tape would 
have been converted to a space.) 

Example: You are working with 
material which was recorded in block 
style, single spaced, double spaced be¬ 
tween paragraphs. You skip the last 
word of the paragraph, and the first Car¬ 
rier Return Code skips with the word. 
You type in the correction, ending it 
with a carrier return. This return plus 
the one read next on the tape gives you 
the desired spacing between para¬ 
graphs. Had you not returned the car¬ 
rier from the keyboard, the Carrier 
Return Code read from the tape would 
have converted to a space; there would 
be no double spacing between your 
paragraphs, and the carrier would not 
have returned to the left. 

The machine’s memory is cleared 
any time the Operation Selector Dial is 
changed from one operation to another. 
(Example: Record to Play.) It is also 
cleared by skipping, or when the power 
is turned off. Therefore, if you want to 
stop playback at the end of a paragraph, 
play out both carrier returns or the 
carrier return and tab before you skip 
material or turn off the MT/ ST. 
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Why? 

This section is designed to give you 
answers to some questions that you may 
have after you begin to use the MT/ST 
for your own work. Tt is divided into 
three sections: playback, typewriter, 
and tape console. Refer first to the sec¬ 
tion that concerns your question, and 
scan down to find a situation that 
resembles yours. 

Questions About Playback 

Why did 1 get a series of spaces in the 
middle of a line of copy? 

In Record, you spaced to a word to 
make a correction, or you made a cor¬ 
rection and spaced to reposition the 
carrier. Spaces were recorded over the 
previous material. 

Why did I get two spaces between 
words? 

The first word may have been at the 
end of a line when recorded, and you 
spaced once before you returned the 
carrier. 

Why did I get only one space after a 
period at the end of a sentence? 

This period fell at the end of a line when 
recorded. You should have spaced 
once and then returned the carrier. 

Why did only underscores play out and 
not the word which was to have been 
underscored? 

In recording, you backspaced to under¬ 
score by using the Backspace Key on 
the typewriter instead of the Backspace 
Code Button. 

Why did my centered heading not play 
back properly? 

You may have backspaced to center 
with the Backspace Key on the type¬ 
writer instead of the Backspace Code 
Button. If so, you recorded over your 


tab(s), initial carrier returns, and pos¬ 
sibly the last part of your Reference 
Code. 

Or, perhaps tabs set for playback are 
not in the same places they were when 
you recorded the material. You may 
have added a tab (for a paragraph in¬ 
dention or some other purpose) after 
you recorded the heading. So although 
you had recorded only one tab before 
the heading, you now have two tabs set 
on the typewriter. 

Why did material recorded in columns 
not play out properly? 

You were in Adjust instead of Play. 
When the machine reads a space, Car¬ 
rier Return Code, or hyphen in the 
Margin Adjust Zone, the carrier will 
return. Always play tabulated material 
in straight Play. 

Why did I get an extra tab when playing 
back? The material is playing back 
in the wrong columns. 

You depressed the tab key too quickly 
after returning for the new line. The 
Tab Code recorded on the tape, but the 
typewriter did not tab. So you tabbed 
again. In playback, the two tabs play 
back and the information plays out in 
the wrong column. 

In playing back tabular material, some 
of the material I recorded is missing 
and the rest of the information is play¬ 
ing in the wrong columns. 

You recorded a tab in error, and to 
correct it, you backspaced the distance 
between tab sets from the keyboard. 

You then recorded over some of the 
information that was correct. Remember 
that a tab occupies only one column on 
the tape—backspace once to correct 
and then turn the Operation Selector Dial 
to Play to backspace the rest of the 
distance. 


Ill 


Why did 2’s and z’s print on my paper? 
You were playing back material which 
does not have a Stop Transfer Code 
after the last word. The machine kept 
reading from the tape and typed out 
what was left there from a previous re¬ 
cording. In this situation, that happens 
to be the last part of a Reference Code 
recorded on the tape at this point. 

Why did the carrier not return after 
subheadings? 

If your material is double spaced so 
there is only one carrier return and no 
tab after subheadings, the carrier will 
not return in Adjust. (See procedure for 
recording short lines to be played back 
in Adjust.) 

Why did I not get proper spacing 
between paragraphs? 

The machine’s memory was cleared at 
the end of the paragraph after the 
first Carrier Return Code was read. * ** 
When the machine read the one re¬ 
maining Carrier Return Code, it was 
converted to a space. Perhaps you 
skipped material after playing out one 
Carrier Return Code. Perhaps the 
power to the machine was turned off. 
Or, the memory may have been 
cleared because the setting of the Oper¬ 
ation Selector Dial was changed. 

Why did the carrier not tab properly to 
begin a new paragraph? 

Same reason as given above. The 
memory was cleared after reading the 
Carrier Return Code, and only the 
tab was left to be read from the tape. So 
the MT/ST tabbed from wherever 
the carrier was resting to the next tab 
stop set at the typewriter, or to the 
end of the platen. 

Why did l get the tab but only one 
of the two carrier returns between para¬ 
graphs? 

Again, as explained in the two previous 
questions, the first Carrier Return 
Code was cleared from the machine’s 
memory. * 


Why does the carrier always space once 
and then return twice when there are 
two Carrier Return Codes side by side 
on a tape ?* * 

If you are not playing in Auto Mode, 
you can see this happen. When there are 
two Carrier Return Codes on a tape, 
the machine spaces when it reads the 
first one (and stores it in memory) for it 
does not yet know whether there is a 
second one. When it reads the second, it 
returns twice. 

Why did I get a double carrier return 
when there is only one Carrier Return 
Code on the tape? 

You returned the carrier from the 
typewriter keyboard and then read a 
Carrier Return Code from the tape. 

The MT/ST “added one and one and 
got two” and gave you a double return. * 

Why did playback stop? Keyboard is 
not locked, and Error Light did not 
come on. 

In Adjust, a long word ended exactly at 
the right margin stop. (Merely depress 
Start Button to resume playback.) 

When playing back underscores, 
the MT/ST stops, the keyboard locks, 
and the Error Light comes on. Why 
does this happen and how do l correct 
the error and continue playback? 
Occasionally, an error of this 
nature will occur if, while recording, 
you release the repeat underscore and 
depress the key for one or more 
additional underscores. To correct the 
error during playback, simply place 
the Operation Selector Dial in Record, 
backspace and rerecord one underscore, 
and return the Dial to Play to resume 
playback. 

Questions Concerning the Typewriter 

Why do l get no power when l turn the 
machine on? 

Is your typewriter plugged in? 

The cable connecting the tape con¬ 
sole with the typewriter may be loose at 


* See Basic Machine Facts for a more complete explanation of the memory principle. 

**If the MT/ST is equipped with Code Conversion, three depressions of the Start 
Button are required to play out the two Carrier Return Codes or the Carrier 
Return/Tab combination in the Word Mode. 
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the back of the typewriter. (Call your 
ibm Customer Engineer.) 

Why did my typewriter keyboard lock? 
The Error Light is on. 

You are at the end of the tape. Check 
to see which tape is at the end, depress 
Line Return in Record, and let it 
return for 2-3 seconds. Depress the Stop 
Button and proceed with unloading 
the tape. 

If playing back, you may have come 
to an unrecorded area on the tape. 
(Turn to Record; light will go off. 
Record a Stop Transfer Code.) 

Your machine did not record a com¬ 
plete signal. (Backspace the tape and 
rerecord at that point.) 

Questions Concerning the Tape Console 

Why won't the On Light come on when 
l can hear the fan in the tape console 
and know the power is being supplied? 

A fuse may have burned out in the 
t&pe console. (Your ibm Customer 
Engineer will change the fuse for you.) 

Why won't the Ready Light come on 
after I have set the Operation Selector 
Dial for the Right Station? 

You have no tape on the Right Station; 
or, the tape which is there is not loaded. 

Why did nothing happen when 1 de¬ 
pressed the Search Button? The tape is 
loaded, and I am certain that I am 
not at the end of the tape. 

Check the numbers dialed in your 
Reference Number Window. If these 
numbers are not aligned, the MT/ST 
may lock when you try to search; or 
it may begin to search, but stop and lock 
in the middle -of the operation. 

Why can't 1 find the first reference 
position on the tape to play it back? 

I searched to Reference 01 and the 
tape played out the second page. 

Did you record a Reference Code at the 
beginning of a new tape? Or die you 
search to Reference 01 before recording 
on a tape that had been used? 


If you recorded at the “Load” or 
“Rewind” position, you will have to 
return to that position to play back 
your first item. 

Why did nothing happen when 1 de¬ 
pressed the Start Button? (1 checked the 
machine , and it was set properly to 
play back.) 

You were typing in all caps and left the 
Shift Lock on. (Release the Shift 
Lock and depress the Start Button.) 

Why did the tape start spinning when 
I depressed the Start Button? 

Your tape contains two Reference 
Codes in a row. (Search to the next 
position higher than the number 
now appearing in the Reference Num¬ 
ber Window and depress the Start 
Button again.) 

Why did my tape automatically search 
back to the beginning of a page I just 
played out? 

You had inadvertently recorded an 
Auto Search Code at the end of the page. 

You have no Stop Transfer Code 
before the Reference Code. Therefore 
the machine reads the first column of 
the Reference Code, which is an Auto 
Search Code. 

Why did nothing happen when 1 
depressed the Line Return Button? 

1 checked the machine and it was 
properly adjusted to play back . 

The Shift Lock is down. Release it and 
depress the Line Return Button again. 

Why does the keyboard lock and the 
Error Light come on when 1 change 
the Operation Selector Dial from 
Play to Record? What should I do to 
release the keyboard to begin recording? 
The Shift Lock is down. Release it and 
backspace in Record one time. 
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Answers to Quizzes 


Section A 

1. Play, Record 

2. columns 

3. Play 

4. Line Return Button 

5. Playback Mode 

6. Reference Code 

7. log 

8. underscoring, centering 

9. Backspace Key 

10. Line Return Button 

Section C 

1. space 

2. 2 carrier returns, a carrier return, a tab 

3. one inch (10 spaces pica, 12 spaces elite) 

4. space 

5. Line Return Button 

6. space, carrier return, hyphen 

7. permanent, temporary 

8. a Stop Transfer Code, a space, a carrier return, a tab 

9. three 

10. one 

11. Playback Mode Dial 

12. sound 

13. space, Backspace Code, hyphen 

14. first 

15. Auto, Word 

Section D 

1. Feed Code 

2. two, one 

3. one 

4. Line 

5. one 

6. end 

7. Feed Code 

8. Record 

9. Feed Code 



Index 


Adjust . .... 38 

carrier returns.39, 96, 110 

dashes . 48 

hyphenated words 48 

indented material . 100 

line returns. 48 

long words.42, 108 

paragraph endings. 39 

right margin setting 39 

short lines. 96 

spacing before carrier returns . . 44 

underscored words. 66 

Automatic Mode. 12, 52 

skipping. 52, 64 

Automatic Search Code Button. 94, 97 

Automatic Start. 94, 97 

Backspace Code Button .20, 97 

hyphens. 48 

Backspace Key. ... 7 

Carrier returns 

adjusted playback . . 39 

Feed Codes 80 

line return . . 23 

spacing before 44 

Centering. 20 

Character Mode. . . 12, 68 

skipping.64, 68 

Corrections, hard copy 

adding words.50 

deleting words.52-57; 60-64 

substituting words.58 

Corrections, tape 

adding words or codes.80-84 

deleting words or codes. 78 

substituting words or codes. . .78, 86 

Dashes . 48 

End-of-tape indication . . 34 

Error Light.6,8 

end of tape .34 

in Record 8,34 


in Play or Adjust . .8,34 

loading. 33 

rewinding. .6,33 

Errors, typographical ... 7, 69 

adding characters on 

hard copy. , 50 

adding characters on tape . . 80-84 

deleting characters on 

hard copy .52-57; 60-64 

deleting characters on tape . 78 

substituting characters on 

hardcopy. 58 

substituting characters 

on tape. 78,86 

Feed Code Button.78 

Feed Codes 

Carrier Return Key ... 80 

to save space on tape 97 

Revise Carrier Return Key. 82 

Hyphenated words 

extra-long words.42, 108 

skipping . 62 

Hyphens. 48 

carrier returns on 48 

consecutive. 48 

Margin Adjust Zone . . 48 

Indented material. ... 100 

Inside addresses. 96 

Keyboard locking . 8, 34 

Labels. 15 

Letter writing.96-97 

Lights, Indicator . .6, 8 

Line Mode.12, 54 

skipping.54, 64 

Line Return Button. .23 

Adjust. .48 

end of tape. .34 

Reference Codes. .88 

Load Button.33-34 

Logging 15 












































Magnetic tape 

4 

Margin Adjust Zone , 

39 

series of spaces . . 

110 

words longer than 

42 

Multiple-page projects 

69 

On Light 

6 

On-Off Control 

5 

Operation Selector Dial 

5 

Outlines. 

102 

Paragraph selection 

94 

Playback. 

5 

Playback Mode Dial . . 

12,50 

skipping. 

. . . 52 

Punctuation changes . . 

. 60 

Ready Light. . 

.6, 34 

rewinding. 

6 

searching 

11 

Record 

5 

more than one page . 

69 

Reference Code Button 

7 

Reference Codes 

composition. 

.110 

line returning 

88 

recording 

14 

searching. 

11 

skipping. 

69 

Reference Number Dial 

11 

Reference Number Window . 

. 11 

Revise Carrier Return Key 

82 

Rewind Button 

6, 33-34 

end of tape. 

. 34 

speed. 

110 

Rewind Position. 

6, 14-15 

Search Button . . 

11 

Searching 

15 

speed. 

110 

Short lines 

96 

Skip Button 

52 

Skipping 

Automatic Mode 

52 


Character Mode . . 64, 68 

hyphenated words ... 62 

Line Mode. ... 54 

last word of paragraph . . 64 

parts of words. 60 

punctuation changes . . 60 

Reference Codes. 69 

spaces before carrier returns. . 64 

speed . 109 

underscored words . 66 

Word Mode 56 

Speeds 

playback 109 

rewind . 110 

search .110 

skip .109 

Start, Automatic.94, 97 

Start Button. 12 

Stop Button. 12 

Stations, tape. 4 

Stop Transfer Code Button. . 8, 97, 108 

Tabulations .104-106 

Tape 

capacity . 109 

cartridge 32 

changing .31-34 

coding system 109 

diagram 46 

labels . . 15 

magnetic 4 

stations 4 

Tape Station Hub . 32 

Tape Station Cover. 32 

Underscoring. 20 

more than one word. 66 

Unload Button.33-34 

Word Mode.12, 56 

skipping 56, 62, 64, 106 
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Index For Practice Exercises 


Practice Exercise 1 — 

Practice Recording .10 

Practice Exercise 2— 

Practice Playing Back 13 

Practice Exercise 3— 

Recording Multiple Items On A 
Tape and Searching To Play 

Them Back. 17 

Practice Exercise 4— 

Practice Searching to Begin 

Recording. 18 

Practice Exercise 5— 

Practice Underscoring 21 

Practice Exercise 6— 

Practice Centering. 22 

Practice Exercise 7— 

Practice Line Returning . 25 

Practice Exercise 8— 

Power Typing A Letter . 26 

Practice Exercise 9— 

Adjust Playback. 41 

Practice Exercise 10— 

Words Longer Than The Margin 

Adjust Zone . 43 

Practice Exercise 11- 
Spacing Before Carrier Returns 45 
Practice Exercise 12— 

Dropping Hyphens ... 49 

Practice Exercise 13- 
Adding Words . 51 


Practice Exercise 14— 

Automatic Skipping 53 

Practice Exercise 15— 

Line Skipping. 55 

Practice Exercise 16— 

Word Skipping 57 

Practice Exercise 17— 

Substituting Words .59 

Practice Exercise 18- 
Skipping The Entire Word If 

Part Changes. 61 

Practice Exercise 19— 

Skipping Hyphenated Words . . . . 63 

Practice Exercise 20- 
Skipping The Last Word Of A 

Paragraph. 65 

Practice Exercise 21 — 

Underscoring One Word 
at a Time 67 


f 
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Practice Exercise 22A— 

Report of Progress. .70 

Practice Exercise 22B— 

Report of Progress (Revision) . 72 

Practice Exercise 23- 
Blocking Out Characters On The 

Tape . 79 

Practice Exercise 24- 
Adding A Character In The First 

Half Of The Line. 81 

Practice Exercise 25- 

Revise Carrier Return Key. 83 

Practice Exercise 26- 
Adding More Than One 

Character . 85 

Practice Exercise 27- 
Changing Codes On The Tape . . 87 

Practice Exercise 28- 
Line Returning Through 

Reference Codes. . 89 

Practice Exercise 29- 

Paragraph Selection.95 

Practice Exercise 30- 
Letters With Stop Transfer Codes 98 
Practice Exercise 31- 
Recording Material To Be Played 

Back In Adjust. 100 

Practice Exercise 32- 

Outlines . 102 

Practice Exercise 33- 
Playing Tabulations Back 

In Adjust. 105 

Practice Exercise 34— 

Revising Tabulated Material . . . . 107 


118 




























